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Presentation Request Information Form 

Instructions: Use this form to help gather information from a school or community organization wanting an APWA representative to speak at an event. This form will help you remember to get the vital information about the audience needs and logistics and avoid multiple calls for things you might have missed. A sample follows the blank form to help you customize this template to your needs.
Organization requesting speaker _______________________Date __________

Contact name _______________________________Phone ________________

Contact e-mail ____________________________________________________

Organization address _______________________________________________

Topic requested _______________________ Size of group/audience ________

Type of audience (i.e., adult, student/grade) _____________________________
Background on group/organization ________________________________________________________________

________________________________________________________________

Requested date/time of presentation _______From (time) ________to ________

Setting for presentation (i.e., size/arrangement of space) ________________________________________________________________

________________________________________________________________

A/V equipment available on site:


__ Laptop computer

__ Microphone

__Other


__ Projector


__ Screen/monitor

Other notes ________________________________________________________________

________________________________________________________________

________________________________________________________________

Name (person completing this form) ___________________________________

Speaker accepting assignment _______________________________________

Copies to (prospective speaker(s)) ____________________________________

SAMPLE Presentation Request Information Form 

Organization requesting speaker Your Local High School Date 9/30/22
Contact name Reed Moore 
Phone 123-456-7890
Contact e-mail reedmoore@yourlocalhs.org
Organization addresses 456 Main Street.
Topic requested Careers needing technical training Size of group/audience 160
Type of audience (i.e., adult, student/grade) High school juniors, seniors, parents
Background on group/organization Assembly for juniors, seniors, and their parents, sponsored by PTA. Westminster has high number of low-income families whose children may not choose college but could benefit from tech training. Since school offers college info to interested students/families, they want to balance this with info about careers not requiring college.
Requested date/time of presentation Nov. 19 from (time) 7:00 p.m. to 8:30 p.m.
Setting for presentation (i.e., size/arrangement of space) to be held in school cafeteria. Large room with tables/built-in benches 

A/V equipment available onsite:


X laptop computer

__ DVD player


X projector


X screen/monitor


X microphone
Other notes: 

School may also invite someone from the Tech Education Center at the Community College to be part of a panel presentation; to be confirmed 

Name (person completing this form) Bill Bridges
Speaker accepting assignment Walter Waterman, Rhonda Rhodes
Copies to (prospective speaker(s)) Walter Waterman, Rhonda Rhodes
