Presentation Package Request Form

Guidance Sheet

Part 1 - Organiser Details

Please enter as much detail as possible when completing this section, notably any contact information. This will enable a TSS technician to speak directly with the appropriate persons to discuss and suggest any amendments, which may be required. This information is invaluable when arranging site surveys, venue and finalising equipment layout access.

Part 2 - Event Details

Question 4 - A suitable time and date for a centre technician to visit the event location. This allows TRS to survey the layout of the room/hall for suitable power sockets, cabling requirements, equipment and microphone settings, etc.

Question 5 - The name, telephone number and/or e-mail details of the contact person to allow TSS technicians access for setting out the equipment prior to the event.

Question 6 - Please contact your event presenters before completing the Request Form to ensure that all their equipment requirements are known and included in the form. Please ensure an accurate number of presenters are entered. If this changes, please inform TSS as soon as possible.

Question 8 - The Programme/Running Order details can be completed on a separate sheet if necessary and returned to TSS by Fax, e-mail or post.

Question 10 - Please indicate if any literature requires to be transported to the event venue, TSS can arrange for uplift and delivery. Please note there may be a charge for this service.
Part 3 - Standard Conference Equipment

Please enter the numbers of each piece of equipment required for your event in the relevant box. (If unsure of numbers please contact the Depute Support Service Manager at TSS on 0141 276 8550)

The boxes in the grey section are for TSS use only and should not be completed.

As indicated on the form, a minimum of 4 weeks notice is requested for making bookings for presentational events. This allows time for site visits, equipment checks and staff planning issues to be considered.
Part 4 - Other Information

(a) Enter any relevant information regarding presentation methods.

e.g. If a PowerPoint presentation is to be shown please indicate whether sound / video is required and also ensure any PowerPoint presentations are forwarded to TSS in advance, to allow installation on our Laptops.

(b) Any additional equipment or special requirements, which are not in the standard package, should be requested via this box. For example, if you require your event to be filmed.
Please Note:

When requesting equipment and/or technician assistance for an event the following should be taken into consideration:

· Monday mornings and Friday afternoons should, wherever possible, be avoided due to possible problems of secure storage of equipment over the weekends and because of lack of access to the venue until the morning concerned.  In most cases TSS technicians will be required to load the equipment from stores at TSS, travel to the venue, unload and set out the room.  All this takes a considerable time and is at the mercy of any early morning traffic problems that may arise.

· Due to the time taken to set out events try to avoid early morning starts – 9.30a.m. onwards, where possible, would be appreciated (2 hours is not uncommon for setting out some events).

Please do not hesitate to contact the Depute Support Service Manager at TSS (0141 276 8550) if any assistance is required in completing the Presentation Package Request Form.
