	Memorandum
	Florida Department of 
Environmental Protection


SPEAKING ENGAGEMENT – ADVANCE APPROVAL REQUEST
Advance approval from DEP Secretary Herschel T. Vinyard Jr. is required for all speaking engagements for which he will have to subsequently approve the travel request, such as conferences, out-of-state events and training events. This advance approval must be submitted well in advance of the travel authorization request being sent to him and prior to an employee being added to the speaking engagement agenda.

Please complete the required sections below, and provide a copy of an agenda for the event, if available.
	Speaker’s Name and Position Title:   
	

	Requested Speaker’s Division/District:
	

	Date of Event:

	

	Event Location:

	

	Estimated Travel Cost: 
	

	Requesting Organization/Entity:


	

	Audience Composition:


	

	Requested Speaking Topic:


	

	Type of Presentation (Speech, PowerPoint, Roundtable Discussion, etc.)

	

	Mission Critical Statement:


	


Approved by:

____________________________________________________________________________                      

Division/District Director                                       


Date                       

____________________________________________________________________________                      

Deputy Secretary                                     



Date                       

____________________________________________________________________________                      

Director of External Affairs                                       


Date                       

____________________________________________________________________________                      

Chief of Staff                                       




Date                       

____________________________________________________________________________                      

Secretary Vinyard
                                     



Date                       

