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Centre for Academic and Researcher Development
Speaker Request Form

This form is to be completed by the event organisers prior to a speaking engagement/presentation. Please send the completed form to acadresdev@manchester.ac.uk 

If you have any queries about this form, please contact Holly Dewsnip (CARD Administrator), on 0161 275 1365 or at holly.dewsnip@manchester.ac.uk / acadresdev@manchester.ac.uk 

	Event Title
	

	Date and time of event
	

	Full address of event venue

	[bookmark: _GoBack]

	Contact Details of event organiser
(please include full name, job title, telephone number and email address)
	

	Contact Details on the day of event (if different from above)
	

	Emergency/out of office contact details

	

	Length of time of engagement (please also note any additional time for discussion/questions)
	

	Expected number of attendees
	

	Level of expertise of attendees/target audience (please note if the intended audience will be of mixed expertise)
	

	Suggested topics/subject areas you’d like the speaker/presenter to cover
	

	Does this event fit in with a wider programme? If yes, how does this event fit in with the wider programme?
	

	Expected arrival time of speaker/presenter
	

	Expected departure time of speaker/presenter
	

	Who and where should the speaker/presenter report to on arrival to the venue?
	

	If the event is part of a broader event (e.g. conference), please include or attach a copy of the full event programme. 
	

	Please state the AV Facilities and support that will be available to the speaker
	

	Please include details of any media presence at the event. Please also include any additional contact details for media enquiries if applicable. 
	

	Will the speech/presentation be recorded? If yes, how will it be recorded (e.g. visual and audio, audio only etc.) and how will the recording be used?
	

	Please give a brief description of the room layout (e.g. flat room, tiered lecture theatre, cabaret layout, boardroom style etc.)
	

	Will the speaker/presenter be introduced? If yes, is a short biog required?
	

	Any other requests/comments/requirements.
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