
Lieutenant Governor Steve Pence Scheduling Request
Please complete and return your request via fax to Ms. Renee Nighbert @ (502) 564-2849.

Today’s Date:

________________________________________________________________________

Name of Event:

________________________________________________________________________

Day/Date of Event::
________________________________________________________________________

Start Time:

___________________End Time:______________Time Zone:_____________________

Brief Description 

of Event:

________________________________________________________________________

Lt. Governor’s 

Role:


________________________________________________________________________



          

Location of Event:
________________________________________________________________________

    

Phone & Fax Numbers:
________________________________________________________________________

Address:


________________________________________________________________________

County:


________________________________________________________________________

Transportation/Parking:   
________________________________________________________________________

Directions:



Event Contact/Sponsor:
________________________________________________________________________                                                            

Telephone, Cell phone

&  Fax Numbers:

________________________________________________________________________

Speech/Remarks?:
________________________________________________________________________

Length, Topic?

________________________________________________________________________

Podium/Microphone?:
________________________________________________________________________

Seating Arrangements/

Head Table:

________________________________________________________________________

Others seated at

Head Table:

________________________________________________________________________

Attire:


________________________________________________________________________

Lt. Governor’s

 Intro By:

________________________________________________________________________

Description of Audience
________________________________________________________________________

  & # attending

Open to Press?

________________________________________________________________________
Notes:

STATUS:
------------------------------------------------------------------------------

Internal Use Only

Approved for 


________________________________________________________

Address and Directions 
________________________________________________________





________________________________________________________





________________________________________________________

Parking Arrangements
________________________________________________________

Podium/Microphone/Intro?
________________________________________________________

Seating Arrangements/

Head Table


________________________________________________________

Others Seated at Head Table
________________________________________________________

Attire



________________________________________________________

Other Information/Notes:

