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Lecture Request Form

This is a fillable MSWord form. Please complete it and return via email to Natalie Terranova, nrtrranova@berkeley.edu. Please use simple text insofar as possible (i.e., refrain from multiple fonts, colors, styles, etc.).

I) Contact Person



Phone



Email
	
	
	


II) Name of Speaker/Lecturer*

Phone



Email
	 
	
	


Position Title 

 

Affiliation




	
	


*Please email CV as an MS Word document (.doc) for web-posting, if available.
III) Honorarium**  


 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No   (Please check)

If ‘Yes’, who will pay?
	a


What is the amount?


	


**A SS# or ITIN is required for an honorarium or reimbursement.
V) Will the lecture be in a language other than English? 
 FORMCHECKBOX 
 Yes
  FORMCHECKBOX 
 No 

If yes, which language(s)?

	j


Will translation be available? How?

	


VI) Who will host the lecture?




	   


VII) Title of the lecture?


	    


Date




Time



Location

	
	
	


Please paste a brief synopsis of the talk here: 

	 


Do you require food and drink arrangements (coffee, tea, cookies)?

	


VIII) Publicity 
Any special flyer posting locations? (if nothing is listed, flyers will be posted at all regular locations)

	


Sponsoring Departments/Organizations?

	


Approximate number of people expected?

	


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

	


X) Lunch/Dinner Reservations Required?  

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  
Where?







	


How many people?





	


Who is in charge of the bill?




	


XI) Miscellaneous Items (Charges May Apply)

Do you need a photographer?



 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

Pictures of anyone in particular?




	


Parking permits?




 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No  

For whom? 

	


At which Campus Gate?



 FORMCHECKBOX 
 East  FORMCHECKBOX 
 West  

Travel/Lodging arrangements required for speaker?


	


XII) Additional information or comments?
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