[image: image1.jpg]INSTITUTE OF s
European Studies

University of California, Berkeley



Farrah Brady, Events Coordinator

Institute of European Studies

207 Moses Hall #2316

Berkeley, CA 94720-2316

510 643-2115 | 510 643-3372 fax
Conference Request Form
This is a fillable MSWord form. Please complete it and return via email to Farrah Brady (fbrady@berkeley.edu). Please use simple text insofar as possible (i.e., refrain from multiple fonts, colors, styles, etc.).
I) Contact Person



Phone



Email
	
	;
	


II) Invitations
Have the invitations been sent?



 FORMCHECKBOX 
 Yes
  FORMCHECKBOX 
 No 

If ‘No’, please email me a copy of the invitation you would like sent.

Names and Email Addresses of Participants (include mailing addresses if you would like paper copies of the invitations sent).

	


IV) Conference Title


	


Dates 




Time 


Location
 
	
	;
	


Brief Synopsis of Conference for Publicity

	


Publicity (Special Requests – Please list)

	


Sponsoring Departments or Organizations

	


V) Honoraria




 FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No  

If ‘Yes’, who will pay?



	


What is the amount?



	


VI) Audio/Visual Equipment Needs (Overhead Projector, Slide Projector, etc.)

	


VII) Miscellaneous Items 

What meals/refreshments need to be arranged?

	


Would you like flowers?



 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

Parking permits?




 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

Do you need a program?



 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

Do you need a poster?




 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  
Do you have a preferred concept or image for the poster’s design?


	



Do you need preprinted nametags?


 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

A list of names is needed at least 14 days in advance.

Do you need Conference folders?



 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

What would you like them to contain?


	



Do you need a photographer? 



 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

VIII) Additional information or explanatory comments?
	


Please send Farrah Brady  a copy of the Conference Program as soon as one has been drafted.
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