Conference Call Information

Conference Call Scheduled for: 

Speaker Name
Phone: 
Email: 
Program: 
Date: 
Time: 

Compensation:    
Comp Reg: 



Comp Transportation: 
Comp Air: 
Comp Hotel: 



Comp Meals: 
Honorarium: 
Returned Items:  (-1=Yes, 0=No)
Signed Contract Received (due 10/31): 0
Completed Reg Form Received (due 10/31): 0
Completed AV Form Received (due 10/31): 0
Completed Air Form Received (due 10/31): 0
Completed Hotel Form Received (due 10/31): 0
Number of nights MPI will cover: 3
IF more nights are requested-verify that speaker will cover

Special requests:  
Handouts Received (due 12/1): 0

Session Information and AV Requests

Session: 
Date: 
Time: 

Desired Room Set:   

Room Set: 
Introduction Requested?
AV REQUESTED:




Data Projector: 0
Type of computer bringing: 



**Note: Make sure presenter is bringing his or her own computer and is 

        aware MPI does NOT provide a wireless mouse for them.

VHS: 0
½”VHS: 0
35mm Slide: 0




Screen: 0 


Overhead Projector: 0
CD Player: 0



Cassette Player: 0
Laser Pointer: 0



Flip Charts: 


Podium with Lectern Mic: 0
Riser: 0
Handhelds:  

Lavalieres:  0 # Needed: 

Special Requests: 

Session outline:

