Presentation Package Request

	PART 1
	ORGANISER DETAILS

	[image: image1.bmp]1.  Requested by
	6.  Is technician assistance

     required at event?

	2.  Organisational contact if different

    from person making request
	7.  Contact telephone number

	3.  Department


	8.  Contact E-mail address

	4.  Section
	9.  Location of event



	5.  Date request made
	10. Charge Code


	PART 2
	EVENT DETAILS

	
1.  On what date(s) will the event take place?

2.  At what time will the event start?

3.  At what time will the event finish?

4.  Please enter a suitable time/date for TSS Technician Survey

     (See Guidance Sheet)

5.  Please enter contact person details to allow TSS to make

    arrangements. (See Guidance Sheet)

6.  How many presenters are speaking at this event?

     (See Guidance Sheet)

7.  Will there be audience participation at the event?

    (for roving microphone requirements)

8.  Details of Programme/Running Order - please attach and 

     forward to TSS  ( See Guidance Sheet)

9.  Maximum number attending presentation?

10. Will any conference literature require to be transferred

      from HQ/other location to event venue? ( See Guidance Sheet)

	PART 3
	STANDARD CONFERENCE PRESENTATION PACKAGE OF EQUIPMENT

PLEASE TRY TO ENSURE A MINIMUM OF FOUR WEEKS NOTICE WHEN REQUESTING

	

                  Number





                                           Number 



                 Required             




                                           Required



	PART 4
	OTHER INFORMATION

	


	TSS Contact Numbers….Telephone 0141 276 8550.…Fax 0141 276 8551.…E-mail admin@tss.ea.glasgow.sch.uk






































































































































       Kit No


(TSS use only)







































































































































































       Kit No


(TSS use only)





Box a) Please outline presentation methods (e.g. PowerPoint, DVD Video, Flash Movie, etc)





Box b) Other special requirements or equipment:







































































Amplifier & Speakers





Radio Microphones (Lapel)





Radio Microphones (Hand)





Boundary Microphones





Microphone Stands





Trolleys (L.C.D.)	


		


Extension Leads





Screen








VGA Cables





VGA/ Splitter











LCD Projector





Laptop Computer 





Video Recorder 





Overhead Projector





CD Player





DVD Player





Video Camera





Visual Presenter








Stage Snake




















