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ROOM SET-UP AND AUDIO VISUAL REQUEST FORM 

Deadline: Please return this form by Friday May 8, 2009
	Return to:       Tracy Fuller                       
	Fax: 972.855.2082
	Email: tfuller@mpiweb.org




	Speaker Name: 





 

	Daytime Phone:
	Fax:                                                   
	Email:                                              

	Session Title:

	Date:
	Time:
	


AV/Room Set requests may not be accepted after May 8, 2009.

ROOM SET-UP
Each room will be set to maximize the seating space available, utilizing either crescent rounds, theater or classroom style.  Please indicate your preference below. 
      Crescent Rounds                    Theater                    Classroom

While every effort will be made to honor your request, we cannot guarantee that you will receive the room set you indicate.  Important: if your presentation does not require team interaction at separate tables, please do NOT select crescent rounds.  
AUDIO VISUAL EQUIPMENT

Standard AV equipment for each session consists of the following:

· 1 Computer (PC)









· 1 Data/Video Projector


· 1 Screen

· 1 Wireless Projector Remote





· 1 Table at the front of the room (for speaker materials)

· 1 Wireless lavaliere microphone (per contracted speaker) for up to three speakers per session. *
* Unless otherwise requested by the primary speaker:

· Sessions with up to three speakers will automatically be given one wireless lavaliere microphone for each speaker.  

· Sessions with more than three speakers will automatically be given a panel set (one wireless lavaliere microphone for the moderator and a panelist table with table top microphones for panelists).

· If you would like to make a special request for additional AV items, please list the items and quantities below.  MPI will contact your directly to discuss your request. We will make every effort to accommodate your needs however it may not always be possible. 
	AV Item/Room Set Request
	Quantity

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Note: Session rooms are set-up in advance to accommodate all conference speakers’ audiovisual requests and are set accordingly.  Therefore, you may find your session room is set-up with additional AV equipment. 
Signature: _______________________________________       Date: _______________________________
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