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CFC AGENCY SPEAKER REQUEST FORM

CFC STAFF CONTACT INFORMATION
	CFC Coordinator:	Hannah Gabriel
	Date Request Submitted: 

	Office Phone:	(504) 827-6824
	Staff/LE: 

	Fax:	(504) 821-4378
	[bookmark: Text3]Office Phone:      

	E-mail:	hannahg@unitedwaysela.org
	[bookmark: Text4]Cell Phone:      

	
ORGANIZATION CONTACT INFORMATION

	Organization Name:  
	Coordinator Contact Name:  

	Office Phone/ext:  
	[bookmark: Text7]Cell Phone:       

	[bookmark: Text8]Fax:       
	[bookmark: Text9]E-mail:       

	
SPEAKING ENGAGEMENT INFORMATION

	Presentation Date:  
	[bookmark: Text15]Presentation Start Time:       

	Arrival Time:  
	[bookmark: Text17]Presentation End Time:       

	Number in Audience:  
	Speaker Time Frame (minutes):  

	[bookmark: Text20]Type of Audience (clerical, line personnel, management, etc.):  Station personnel/ carriers     

	Audio/Visual Allowed with Speaker?    Yes ___     No ____ 
	

	Address of Presentation:       
	[bookmark: Text22]Directions to Location:       

	[bookmark: Text23]                                   
	[bookmark: Text26]     

	[bookmark: Text24]     
	[bookmark: Text27]     

	Agency Requested: 1.
	3.

		   2.
	4.

	Special Instructions or Directions:  

	**Note: 10-day notice is required to book a speaker. Speakers cannot be booked for tentative meetings. 


	
AGENCY CONFIRMATION

	Agency Name:
	Agency Speaker:

	Office Phone:
	Cell Phone:

	E-Mail:
	Date Request Faxed to Agency:

	Confirmed By: 
	Date signed: 


**Note:  Loaned Executive or Agency Coordinator should contact speaker at least 24 hours prior to presentation to ensure complete understanding of directions, time and location.

Please return completed form to CFC Coordinator, 
[bookmark: _GoBack]attn: Hannah Gabriel, hannahg@unitedwaysela.org
Phone: (504) 827-6824, Fax: (504) 821-4378
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