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Event Confirmation Checklist

Meeting Planner/Main Contact:
Name


Address


Phone


Fax


Email

If airline travel:
1. What is the most convenient airport to use?


2. Will someone be meeting Ms. Sparta at the airport? __ Yes ___ No

3. If yes, whom?
Physical Description

Car Description
(Please meet inside at baggage claim if possible)

4. If no, what is the best way to get from the airport to the meeting site?

5. Regardless if someone is picking up, provide driving directions from airport to meeting location and hotel.

6. If an emergency arises while traveling to the program, whom should I contact?

Name


On-Site Phone


After Hours Phone


Speaking Venue:
Please indicate exactly where the meeting will be held.

Name of the venue_______________________________________________
Name of the meeting room_________________________________________
Street Address__________________________________________________

City/ Street/ Zip_________________________________________________
Phone number


Fax number


Key contact person at venue

· Driving directions from airport to meeting location and hotel.

· Approximate driving time

Hotel
Where will Ms. Sparta be staying?

Name of the hotel


Street Address


City/ Street/ Zip


Phone number


Fax number


Confirmation Number


Key contact person

· Please have the client guarantee a non-smoking room located on an interior hallway guaranteed for late arrival and billed to client’s account.

Educational Materials
Training Handouts

Shipping Address


Fedex/UPS Shipping Confirmation #


Please confirm that handouts were delivered and received
____Yes

· Number of Attendees ___________

· Event Schedule/Agenda
· Set up Time Confirmed (1 hour prior to event)

· Time event starts


· Time Ms. Sparta actually speaks


· Time event ends

Speaker Requirements:
Kelle is very happy to be presenting at your event! We’ve listed the audio/visual and logistics needed below. Please confirm that these items will be present, or let me know if something can’t be provided. (If an item isn’t marked, then that item is not required).

Thanks in advance for your support and assistance.

· Microphone:

__ Wireless lapel

__ Wireless hand mike

__ Headset

__ Laptop sound amplifier

· Visual Aids & Furniture:

__ LCD Projector

__ Projection Screen (largest practical size set off center)

__ Easel pads, markers

__ TV (largest practical size for participants to see)

__ VCR

__ DVD Player

__ CD Player

__ Skirted rolling cart or table for laptop & projector

__ Extension cord and/or power strip (if necessary depending on room)

__ 6 Foot Banquet Table and chair for back of the room product sales 
· Platforms:

__ Lectern

__ Table for notes
__ Raised platform to speak from

· Seating:
__ One padded stool with back for Ms. Sparta

__ Rounds of ___

__ Classroom: __ aisles
__ chevron

__ Theater: __ aisles
__ u-shape
__ circle 
• Office Supplies:

__ Tent name cards (please use a large font so Kelle can see!)

__ Markers for each participant table

__ Chocolate candy for each participant table

__ Red pen for each participant

__ Highlighter for each participant

__ Regular pen and notepad for each participant
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