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Event Request and Itinerary Form
Thank you for the invitation to be with you and your group! Your agreement and talk(s) will be formulated based on the information you provide on this form.
Event Date: 
Event Title:  
Event Address:




Event Organizer Name:   
 
Contact Number: 
E-mail Address:
 
Cell Number:  
Event Assistant’s Name: 





Contact Number:
How many talks are you looking for the speaker to give and for how long?
How many days are needed for the presentation(s)?
How many people are registered or projected to be at the event?
What is the nature of this event, i.e. fundraiser, youth talk, etc?
Where do registrants obtain info and register for this event? 
If you are within driving distance, how far are you from the speaker’s hometown?
What airport would the speaker fly into and what are your suggested fly in and fly out dates and times?  
How far is the venue from the airport?
How far is the hotel from the airport and from the venue?
What budget do you have to cover the honorarium?
Schedule & Itinerary: Please fill out this section as completely as possible. In the boxes please detail and layout the schedule from arrival to departure if you are able.  Please be as specific as possible about exact times from arrival to departure, including talk times, corresponding plans, event schedule times and start and stop times of presentation(s).   

	Date
	Start / End Time
	Event Details / Location / Notes

	Contact Person 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	 
	
	

	
	
	
	

	
	
	
	


