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Speaker information form
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Personal details:

	Name
	
	Title
	

	Company
	

	Address
	

	Phone
	

	Email
	


Transportation:

	Method of transport (including desired flight or vehicle registration number if appropriate)
	

	Time & date of arrival
	

	Destination (including station / airport)
	

	Would you like to be met on arrival?
	


Accommodation:

Please state any special accommodation requirements below:

Access and dietary requirements:

Please state any special access and / or dietary requirements below:

Audiovisual & technical:

I will use slides cued to my script and controlled





by me at the podium

by the technical staff with a cued copy of the script which I will provide

I will require the following equipment:



data projector



internet connection



mac converter cable

Please state other required equipment here:
Speech:

The preferred title of my presentation is: 

 


I will have prepared text


I will have handout materials available

Publicity: (please attach a portrait photograph when returning this form)



I am willing to meet with the press 

Brief biography: (this may be used on publicity materials)

Brief synopsis of presentation: (this may be used on publicity materials)

PLEASE RETURN THIS FORM BY ______________ TO: ______________ 





















































