NYS Forum Special Event Request

Must be submitted six (6) weeks prior to the requested date.

Submitting the form (date first submitted):           Revising the form (date of revision):           
Pages 1 and 2 to be completed by Primary Contact (typically Work Group Co-Chair) and emailed to Rebecca Buchner at rbuchner@nysforum.org.  Questions may be directed to Rebecca at (518) 438-7414.
Work Group Hosting this Special Event:      
Primary Contact:  One committee member is designated as the Primary Contact, who will coordinate the event and assume responsibility for information exchange between work group members, presenters and Forum staff.

Primary Contact:      
Phone:      

Email:      
Event Title or Topic:       
Preferred Date(s):            Preferred Location:      
Number of expected attendees:      
Do you require the following?  Check all that apply:
 FORMCHECKBOX 
 Name badges for attendees
 FORMCHECKBOX 
 Name tent cards for panel presenters

 FORMCHECKBOX 
 Presentation handout copies:  NOTE: In our effort to be “green” we would prefer not to provide handouts unless absolutely necessary to the success of the event.  Presentations will be posted to The Forum website following the event.  

 FORMCHECKBOX 
 Evaluation feed-back.  Samples available upon request (click here):  FORMCHECKBOX 

Is on-line registration required?  FORMCHECKBOX 
 Yes - *to be posted by (date):           FORMCHECKBOX 
 No   FORMCHECKBOX 
 By invitation only

*NOTE: Description and agenda is required five (5) business days prior to requested posting date.  
See Agenda and Registration detailed information on page 2.

Timelines:
Staff Arrival/Set-up:            Check-in/Registration:        

Program Start Time:            Program End Time:           
Proposed program budget, if known:       
Comments:      
	Room Logistics

 FORMCHECKBOX 
 Theatre      
 FORMCHECKBOX 
 Classroom      
 FORMCHECKBOX 
 Rounds of 8      
 FORMCHECKBOX 
 Crescent Rounds (all seats face forward)      
 FORMCHECKBOX 
 Head Table – To seat how many?          FORMCHECKBOX 
 On Riser    

 FORMCHECKBOX 
 Podium        FORMCHECKBOX 
 On Riser

 FORMCHECKBOX 
 Flip chart(s)          How many?      
 FORMCHECKBOX 
 Forum banner (pipe/drape)      
Refreshments

 FORMCHECKBOX 
 Coffee, tea, decaf, water      
 FORMCHECKBOX 
 Continental breakfast      
 FORMCHECKBOX 
 Lunch                   FORMCHECKBOX 
 Dinner      
	Audio Visual

 FORMCHECKBOX 
 Wireless lavaliere clip-on mic 

 FORMCHECKBOX 
 Podium mic 

 FORMCHECKBOX 
 Hand held mic – How many?      
 FORMCHECKBOX 
 Table top mic – How many?      
 FORMCHECKBOX 
 Forum LCD Projector Requested

 FORMCHECKBOX 
 Presenter using his/her own Laptop

 FORMCHECKBOX 
 Forum Laptop Requested

 FORMCHECKBOX 
 Forum Wireless Mouse Requested

 FORMCHECKBOX 
 Cart for projector

 FORMCHECKBOX 
 Screen

 FORMCHECKBOX 
 Internet Access

 FORMCHECKBOX 
 Audio Feed

     Misc.      


 FORMCHECKBOX 
 Seminar, Room Logistics, Refreshments and Audio Visual have been reviewed and approved by The Forum.

Agenda and Registration:

An agenda and/or event description is required for the development of a registration page and effective promotion of your event.  Agenda and/or event description must be sent to Rebecca Buchner (rbuchner@nysforum.org) and Mike Chambers (mchambers@nysforum.org) five (5) business days prior to requested posting date.  

Registration note:  Registration should be posted and promoted at least one month prior to the event date.  Pre-Registrations will be closed 2 full work days prior to an event unless otherwise specified.  
Presentations:  Presentations will use a slide format supplied by The Forum and are due for review by The Forum Executive Director five (5) business days prior to the date of your event.   If a corporate representative is the presenter, the corporate logo will only appear on the first and last slides.  In our effort to be “green” we would prefer not to provide copies of handouts, unless absolutely necessary to the success of the event.  Rather, we will post the presentations to The Forum website at the conclusion of the event.  Permission to post materials must be consented to by the presenter, either verbally or in writing.  If handouts are required, to allow adequate time for photocopying, presentations must be received five (5) days prior to the date of your event.  
NOTE:  Event presentations should be emailed to rbuchner@nysforum.org and mchambers@nysforum.org. 

Presenter Contact Info Required:

	Presenter #1      
Organization:      
Phone:      
Email:      
 FORMCHECKBOX 
 Yes – PowerPoint Presentation        FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Presentation sent to The Forum

 FORMCHECKBOX 
 Permission to post rec’d.         FORMCHECKBOX 
 N/A

Presenter #3      
Organization:      
Phone:      
Email:      
 FORMCHECKBOX 
 Yes – PowerPoint Presentation        FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Presentation sent to The Forum

 FORMCHECKBOX 
 Permission to post rec’d.         FORMCHECKBOX 
 N/A

Presenter #5      
Organization:      
Phone:      
Email:      
 FORMCHECKBOX 
 Yes – PowerPoint Presentation        FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Presentation sent to The Forum

 FORMCHECKBOX 
 Permission to post rec’d.         FORMCHECKBOX 
 N/A
	Presenter #2      
Organization:      
Phone:      
Email:      
 FORMCHECKBOX 
 Yes – PowerPoint Presentation        FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Presentation sent to The Forum

 FORMCHECKBOX 
 Permission to post rec’d.         FORMCHECKBOX 
 N/A

Presenter #4      
Organization:      
Phone:      
Email:      
 FORMCHECKBOX 
 Yes – PowerPoint Presentation        FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Presentation sent to The Forum

 FORMCHECKBOX 
 Permission to post rec’d.         FORMCHECKBOX 
 N/A

Presenter #6      
Organization:      
Phone:      
Email:      
 FORMCHECKBOX 
 Yes – PowerPoint Presentation        FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Presentation sent to The Forum

 FORMCHECKBOX 
 Permission to post rec’d.         FORMCHECKBOX 
 N/A


