ECLIPSE AVIATION – SPEAKING ENGAGEMENT INFORMATION SHEET


	Requested Eclipse Speaker:  (Please include specific person, and/or specified rank, management, or credentials level you are seeking). 


	Name of Event:  


	Date of Event:  


	Time Requested Speaking Engagement/ Event Begins and Ends:



	Title of Presentation/ Panel:



	Format: Presentation/ Panel/  Interview? 



	Length of Presentation:



	Topics for Presentation/Panel:



	Presentation Location & Room:  


	Primary Point of Contact Information:  


	Secondary Point of Contact Information: 



	Event Web Site:  


	Host Organization Background:



	Event Background, Focus, and History: 


	Other Participants (Please include specific confirmed and invited guests, panelists and speakers, as well as company information and management/credential level) : 


	Past Participants (Please include specific confirmed and invited guests, panelists and speakers, as well as company information and management/credential level) :


	Event Sponsors (Please include all sponsors, as well as specific levels of involvement): 



	Targeted Audience : 



	How are you inviting guests? Marketing your event?



	Estimated Number of Guests and Attendees : 



	Presentation Materials (Do you give your audience/conference any material/information to take away from event?): 


	AV Equipment Provided On-Site:   



	Expected Attire (Conference and/or Speaker):  



	Credentials & Credential Pickup: 


	Overnight Accommodations: 



	Transportation: 


	Directions to Venue :



	Meals:   



	Special Events of Note: 



	Extra Notes/Thoughts:



	Deadline for Eclipse Aviation to Commit:
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