SPEAKER’S INFORMATION SHEET
(EHB-3009)
	Name of speaker/ Program participant:
	
	Event Date:
	

	Sponsoring organization:
	

	Type/Purpose of Event:
	

	Location of event:
	

	Beginning time of event:
	
	Beginning time for speaker:
	

	Type of presentation:  greetings, informal remarks, keynote, other: 
	

	Suggested topic(s) in order of preference:
	

	

	Length of time for presentation:
	
	Q&A?
	

	Speaker will be introduced by:
	

	Names of other speakers on the program:
	

	Size and composition of audience:
	

	Will media be in attendance?
	

	Is media interview planned?
	
	If yes, topic/issues:
	

	Please list any other activities planned in conjunction with this event that include speaker:

	

	Please include any other information the speaker should know when planning for this engagement such as “hot” issues “, VIPs expected, etc:

	

	Hotel reservation, if necessary, has been made at (please include address and phone number):



	

	Transportation for the speaker will be provided by:  

	

	Requestor’s Name
	

	E-Mail Address
	

	Contact Number
	

	Date Response Needed 
	


Updated 12/10/2010

Other forms are obsolete~

