


AV CHECK FORM: PLEASE SEND BACK IMMEDIATELY TO: 
Victoria Thomas, Operations Manager, ICBI 
FAX BACK TO +44 207 915 5101

Gas & PoweRisk - Paris-November 2001
Speaker Faculty Checklist

1. Personal Information: I confirm my contact information and participation details below:
 
	Name:	
	

	Title:	
	

	Company: 
	

	Address: 
	

	Tel:	
	

	Fax: 
	



2. Secretary/PA/person to contact in case of query:
    Name: ____________________________________

    Title: _____________________________________

    Tel: ________________ Fax: _________________


3. Travel & Accommodation: (please note that speakers are expected to make their own travel and accommodation arrangements)

I am booked on Flight Number: ________________ arriving in (city) __________________
                                   
                                 On (day): ________________    at time: __________________

I have booked to stay at (hotel name):____________________________________________

from:_________________  to:__________________________

I will arrive at the conference on (day): ________________ at time: ____________________

and will be staying for lunch on (please specify dates): _______________________________



PLEASE SEND BACK IMMEDIATELY TO: 
Victoria Thomas, Operations Manager, ICBI 
FAX BACK TO + 44 207 915 5101
AV FORM 
Gas & PoweRisk-Paris-November 2001
Audio Visual Requirements

From: 

Company: 

SPEAKER AUDIO VISUAL SPECIFICATION LIST
This form has been designed to help us provide you with the Audio-visual equipment necessary for your presentation. We will have our own AV company at the event to support you in your presentation, but if you have any questions before hand please contact Victoria Thomas on + 44 207 915 5641

N.B. Please complete it as thoroughly as possible to ensure that the correct equipment is supplied. However, in the unlikely event that your laptop/software is not compatible with our projection equipment, it is wise to bring a spare copy on acetates as a back up. 

PLEASE NOTE IF YOU ARE USING POWERPOINT WE RECOMMEND THAT YOU BRING YOU OWN LAPTOP. 
ALL ROOMS WILL HAVE THE FACILITY TO DISPLAY FROM A LAPTOP AND OHP.  IF YOU REQUIRE ANY ADDITIONAL ITEMS PLEASE NOTIFY US IN ADVANCE, OTHERWISE WE WILL NOT BE IN A POSITION TO 
ACCOMODATE YOUR REQUIREMENTS ON THE DAY.

SECTION 1:
I will be using the following AV equipment:

OHP	 	       LCD PROJECTOR (see Section 3)
================================================================
SECTION 2:
If you are using a computer, please complete the following section:

VGA			SVGA			APPLE MAC		

PLEASE SPECIFY RESOLUTION IF KNOWN (eg 800 x 600 etc):
________________________________________________________________________

________________________________________________________________________
Page 2 of AV Requirements

ARE YOU USING SOUND FROM YOUR PC? 
		YES						NO 
____________________________________________________________________________________

HAVE YOU USED YOUR EQUIPMENT IN THIS APPLICATION  BEFORE? 		
		YES						NO 
___________________________________________________________________________________






===============================================================
SECTION 3:
TAPING AUTHORISATION: (required in the event ICBI choose to make and market tapes of the event)

“I hereby give exclusive permission to promote and sell my conference presentation live, in the workbook, in audio or in video”

SIGNATURE: _____________________________________

NAME: 

COMPANY: 

WHEN YOU HAVE COMPLETED THIS FORM AND CHECKED ALL THE INFORMATION IS CORRECT, PLEASE FAX IT BACK TO THE NUMBER AT THE TOP OF THE SHEET SO THAT WE CAN ENSURE THAT THE CORRECT EQUIPMENT IS AVAILABLE FOR YOUR USE.



ICBI will not be able to bring copies of mailed speeches on disk for speakers to present with.


