[Organization Name] 
[Event Name, Event Date]
[Event Location]
Speaker Worksheet
The information in this worksheet will ensure that the marketing materials are accurate, your audio-visual and hotel needs are met, and it will assist [The Organization] in making your session successful. Please fill out and return this worksheet to [contact name] by e-mail to [e-mail address] or by fax to [fax #] as soon as possible, but no later than [date].

Speaker Name: ________________________________________________________________________

Company/Organization: _________________________________________________________________

Mailing Address: _______________________________________________________________________
_____________________________________________________________________________________
E-mail: _________________________________________
Phone: _______________________________

Session Title __________________________________________________________________________
Please develop an audience capturing title that describes your session.

Objectives

Please list three learning objectives that will be covered in your session.

1. ____________________________________________________________________________________

2. ____________________________________________________________________________________

3. ____________________________________________________________________________________

Highlights

Please describe some of the specific highlights that will be covered in your session.

_______________________________________________________________________________________
_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

Biography

Please attach your biography (approximately 150 – 200 words). The information should contain your company name, title, and a description of your expertise in this topic area. This information will be used to market the program as well as introduce you at the conference.
Hotel Arrangements 

[Organization] will make your room reservations based on the information below. All reservations will be guaranteed for late arrival. 


I will not need a hotel room


I will need a hotel room
arrival date__________
departure date____________ 



single


double

Audio-Visual Arrangements

Please note all audio-visual equipment that you will need for your session. If for any reason this information changes, please contact [contact name] immediately at [contact phone].


Lectern


Lavaliere (clip on) microphone


Standard lectern microphone


LCD projector and screen 
Please Note: Please bring your presentation on your own laptop as well as a copy on a thumb drive in case we have problems with your laptop. If you use a Mac, please bring the appropriate adapter. 


Flipchart with markers


Other:
_______________________________________

Conference Attendance

· I would like to attend the conference.

· I will only attend to present my session

________________________________________________


_____________________________

Signature







Date

Please return this completed worksheet to [contact name] by e-mail to [contact e-mail] or by fax to [fax #].
Questions?

Call [contact name] at [contact phone].
Provided by Halcyon Management, LLC.


