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PURPOSE: To assist members of the university community planning special events with guidance on the appropriate treatment of prominent persons, also known as VIPs, whose respect and goodwill are beneficial to the University’s interests.   Another key objective of a written VIP Protocol is to make the most effective use of the President’s time and participation in university, community and other events. 

SCOPE (Who is covered by this UAR?): All Morehead State University employees.

DEFINITIONS: 
Protocol:  Protocol is the accumulation of customs and regulations that deal with ceremonies and etiquette. Protocol is not just a show of ceremony; it reflects the observance of mutual respect and consideration between individuals as well as organizations.  While good manners are the rules followed in everyday contact with other people, protocol is the set of rules which prescribes good manners in official life and in ceremonies.
VIPs: Persons of great importance or influence whose positions entitle them to special treatment, including the President of the University, members of the Board of Regents, elected and/or appointed local, state and federal officials, corporate executives, college and university presidents and other distinguished individuals.  VIPs often are informally described as “very important persons.”

APPLICABILITY: 
This regulation applies to all Morehead State University employees.

RESPONSIBILITY: 
Vice Presidents are responsible for ensuring that this regulation is administered.

GUIDELINES: 

1. Scheduling the President 

If you would like the President to participate in an event, the Office of the President must schedule the event on his/her calendar.  Before reserving meeting space, sending out invitations, or contracting any services on the presumption of the President’s availability, the event should be reviewed to determine the President’s availability and scheduled on the President’s calendar.  It is important to note that the President’s schedule is subject to change and even when things are confirmed in advance, there are circumstances that necessitate cancellations and changes such as having a designee represent the President.  Also, requests for the President’s participation should be routed through the appropriate dean, or vice president’s office. 

2. Scheduling and Inviting Members of the University’s Board of Regents 

Members of the University’s governing board are busy, successful persons who serve MSU without compensation.  Efficient use of their time is a professional and personal courtesy.  Accordingly, scheduling or other communication with members of the Board of Regents is coordinated through the Office of the President.  Regents normally would not be invited to events which do not involve the President.  The Office of the President is advised of any contact with members of the Board of Regents relating to official University business.

3. Scheduling and Inviting Appointed and/or Elected Officials 

Scheduling and inviting appointed and/or elected local, state and federal officials, as well as other important dignitaries, to the University should result in positive exposure.  By doing so, MSU expands its reach and influence.  The President should be the person extending such invitations, whenever feasible.  Those desiring to extend such invitations should notify the Office of the President for specific guidance in each situation.  In the event of a visit from the governor or lieutenant governor of Kentucky, a member of Congress or of the Kentucky General Assembly or the Rowan County Judge-Executive or the Mayor of Morehead, they are greeted by the President who also introduces and/or recognizes them at events where he/she is presiding.  Appointed state and federal officials may be greeted and/or introduced by a vice president or dean, if so designated by the President. Each situation is handled individually with the Office of the President central to all decisions regarding arrangements. 





4. Use of the Heritage Room 

The Heritage Room of the Adron Doran University Center is reserved for use by the President to host events for officials, dignitaries and other persons of special importance.  No other events may be scheduled in the Heritage Room without the approval of the Office of the President.





5. Use of the President’s Home

The historic President’s Home is the private residence of the President and his/her spouse, known as the First Family.  Activities in the President’s Home are hosted by the First Family.  No event may be scheduled in the President’s Home without the personal approval of the President.  In rare instances, when the President is unable to attend, he or she may appoint a member of his/her staff to represent him/her. The President may co-host an event with another vice president, dean, or representative from a university-affiliated or community organization. The President is always listed first as a co-host. 





6. Invitations 

No one is authorized to invite any of the aforementioned officials or dignitaries to an event sponsored or hosted by the University without the approval of the Office of the President.  It is expected that official invitations from the University will include the following:

    




1. University Seal  

 



2. Name(s) of hosts 

  



3. Phrasing of invitation 

  



4. Type of event 

  



5. Purpose of event 

  



6. Date 

  



7. Time 

 



8. Place 

  



9. Special Instructions 

  



10. How to respond 

Formal Example: 

President and Mrs. Wayne D. Andrews

Request the honor of your presence

At a reception and dinner

honoring

The Honorable Harold Rogers, Member of Congress

Thursday, the twenty-fifth of March

Six thirty in the evening

Dinner begins at eight o’clock

The President’s Home

300 Battson-Oates Dr., Morehead, KY

Kindly reply by the 12th of March to Carol Johnson by phone at

606-783-5149 or by e-mail to c.johnson@moreheadstate.edu
Valet parking                 Black Tie 

Informal Example 

The wording you choose on the invitation must be correct. RSVP is actually an abbreviation for a French phrase which, when translated, literally means “answer please”.  Use the phrases, “kindly reply,” reply” or “RSVP.”  No word precedes “RSVP.”

Determine an appropriate person, place, and process for receiving your guests’ responses. With today’s technology there are several acceptable options, but above all, provide your guests with the opportunity to speak with a person. There are times when a guest has a situation that they would like to talk personally about, such as food allergies or accommodation of a disability. Invitations for MSU events should include RSVP instructions in the following order: 

  




• Full name of employee receiving responses 

  



• Employee’s phone number 

  



• Employee’s e-mail address 

  




• Automated voice-mail response number and/or 






Web site for responding
  



• Deadline for responses 

MSU LOGO HERE

You and a guest are invited to join

President and Mrs. Andrews for the

Annual Faculty-Staff Picnic

Saturday, Sept. 15, 2006

5 p.m. to 6:30 p.m.

Jayne Stadium

Call Carol Johnson at 3-5149 for more information.

Register your attendance at the Web site: www.moreheadstate.edu/picnic

Rain location will be the Academic-Athletic Center
