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Please complete as much information as you have about your event and speaker requirements and e-mail it to Michelle Terry, Program Support, at michelle.terry2@va.gov.

	Contact and Organization Information:

	Sponsoring Organization:
	

	Contact Name:
	

	Contact Position:
	

	Contact Phone/Fax Number:
	

	Contact E-mail:
	

	Contact Address:
	

	Organization’s Mission:
	

	Is organization a 501 (c)(3)
	

	Relationship with Department of VA:
	

	Website URL:
	



	Please Describe Your Program:

	Date of Program:
	

	Time of Program:
	

	Location of Program:
	

	Name of Program:
	

	What is the Theme/Purpose of the Program:
	

	Requested Speaker (if you are interested in a particular speaker):
	

	Proposed Topic(s):
	

	Time of Speaker's Presentation:
	

	Length of Presentation:
	

	Presentation Format (panel, speech, roundtable, etc.):
	



	Audience Composition:

	Approximate Size of Audience Expected:
	

	Is this program directed solely to Veterans?
	

	If yes, to what specific type of Veteran is this program directed?
	

	To what level of life experience is this program directed. 
	

	Will this event be videotaped?
	



	Written Materials/Biography:

	Due Date for Written Materials & Biography:
	

	E-mail address where written materials and biography can be sent:
	



	Audio/Visual Equipment:

	If audio/visual is used. Is the sponsor capable of making arrangements?
	

	Due date for submission:
	

	Contact person for audio/visual arrangements:
	



	Travel:

	Is your organization sponsoring this travel?  (Travel expenses include:  transportation, lodging, meals and incidental expenses)

	Yes_____ No_________ (if yes, please continue)

	How will official be reimbursed?

	

	What receipts or proof of expenses are needed?

	

	Approximately, how long will the refund take for processing? 

	

	Who is the travel point of contact? 
	




FOR USE BY CWV STAFF ONLY:
	Additional Notes:
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