
 
Scheduling Request 
Office of Senator José R. Rodríguez 

 
 
 
1. Is this a request for a meeting? Or an invitation 

for the Senator to attend an event? 
 

      ☐   Meeting       ☐  Event 

2. What is the name of the person/organization 
AND/OR the name of the event? 
 

 

3. When is the meeting or event? 
Date: 

 

Time:   
Location:  

4. What is the purpose of the meeting or event 
(e.g., reception, conference, luncheon, board 
meeting, etc.)? 

 
 
 
 

5. Who is the intended audience? What is the 
anticipated size of the audience?  
 

 
 
 

6. 
 

Who else is invited (e.g., other elected officials, 
community orgs)? 

 

7. If this is an event, would you like Senator 
Rodríguez to speak? 

      ☐   Yes       ☐  No 

If so, how much time will he be allotted?  
What should be the focus of his remarks?  
 
 
 

 
 
 

Will there be Power Point capabilities available?       ☐   Yes       ☐  No 
Who will be introducing him?  

 
Will there be a Q&A? If so, for how long?  
Do you need his biography?       ☐   Yes       ☐  No 

8. Who should we contact to RSVP or for more 
information? 

Name: 

 

Telephone:  
Email:  

9. Any other important notes?  
 
 

 
Please send completed forms to Allison Brooks by email: Allison.Brooks@senate.state.tx.us, fax: 512.463.7100, or 
mail: P.O. Box 12068, Austin, TX 78711. You may also drop off completed forms in person at 100 N. Ochoa St., 
Suite A, El Paso, TX 79901.  
 
If you have any questions, please call Allison at 512.463.0129 or 1.800.544.1990. Thank you for your assistance! 

mailto:Allison.Brooks@senate.state.tx.us

