Zonta International District 11
Annual Conference

Speaker’s Information Sheet

The purpose of this information sheet is to give and gather data for the upcoming district conference.  This information being provided will assist you in planning for your presentation and the information that you submit will assist us in providing the correct information to our attendees.

	If you are planning on completing the form on the computer and saving a copy in case you need it for the future. The recommended procedure is to save the form to your computer after receiving it and saving it again after completing it.  Note: most computers save the document to a temporary file which is almost impossible to find.  It is advisable to save it to a folder on your computer or to your desktop for easy access.  If you encounter issues with this procedure contact the District 11 Webmaster at webmaster@zonta-district11.org for assistance.


	General Topic:
	     


	Speaker Information

	Name:
	     

	Address:
	     

	
	     

	Contact Information
	Cell:
	     
	Fax:
	     

	Email address:
	     

	Arrival time at Conference:
	     

	Contact at Conference:
	     

	Staying at:
	     

	
	


	Will be able to supply your presentation 10 days before conference?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	If no, when can you provide us with a copy?
	     

	


	Presentation Information

	Title:
	     

	Brief Summary of Seminar (2-3 sentences)

	     

	Equipment needed for presentation: (List AV needs flip chart, etc.)

	     


	Notes

	Please submit a short bio for you to be used in the Conference Program and for introduction.

	     


	General Information (internal use only)

	Date/Time:
	
	Presentation rooms:
	

	Estimated # of attendees:
	
	

	
	
	


