AUDIO VISUAL REQUEST FORM

	CLIENT

	Company:
	

	Meeting Planner:
	
	Phone: 

	Onsite Planner:
	
	Phone: 

	Client Services:
	
	Phone: 

	Meeting Name:
	

	Job/Meeting #:
	

	

	DATE/LOCATION/TRAVEL

	Travel Dates:
	Arrive: 
	Depart: 

	Hotel Name:
	

	Address:
	

	City/State:
	

	Hotel Contact:
	Name: 
	Title: 

	
	Phone: 
	E-Mail: 

	Travel Agency:
	Company: 

	
	Contact: 
	Phone: 

	Car Service:
	Company: 

	
	Contact: 
	Phone: 

	

	EVENT ROOMS

	Slide Review:
	Time/Date Available for Setup: 

	
	Start Time/Date(s): 

	
	Room Name: 
	Attendees: 

	
	Table Setup: 

	
	Room Dimensions (LxWxH): 

	
	Other: 

	General Session:
	Time/Date Available for Setup: 

	
	Start Time/Date(s): 

	
	Room Name: 
	Attendees: 

	
	Table Setup: 

	
	Room Dimensions (LxWxH): 

	
	Other: 

	Breakout(s):
	Time/Date Available for Setup: 

	
	Start Time/Date(s): 

	
	Room Name(s): 

	
	Attendees per room: 

	
	Table Setup: 

	
	Room Dimensions (LxWxH): 

	
	Other: 

	Miscellaneous Comments: 



	PLEASE SPECIFY IF HOTEL WILL PROVIDE ANY EQUIPMENT/LABOR

	GEAR
	Yes/ No
	Amount
	Details

	Stage Riser
	
	
	

	Podium
	
	
	

	Pipe & Drape
	
	
	

	Rear Projection Screen
	
	
	

	Front Projection Screen
	
	
	

	Tripod Screen
	
	
	

	LCD Projector
	
	
	

	Slide Projector
	
	
	

	Flipchart & Markers
	
	
	

	Confidence Monitor
	
	
	

	Plasma/LCD Displays
	
	
	

	Laser pointer
	
	
	

	Data/Video Switcher
	
	
	

	Laptop
	
	
	

	Wireless Mouse
	
	
	

	VHS Player
	
	
	

	DVD/CD Player
	
	
	

	miniDV Player
	
	
	

	DV Player
	
	
	

	BETA Player
	
	
	

	Polycom Teleconference Phone
	
	
	

	Gentner Teleconference System
	
	
	

	PZM Microphone
	
	
	

	Gooseneck Table Microphone
	
	
	

	Podium Microphone
	
	
	

	Wireless Lavaliere Microphone
	
	
	

	Wireless Hand-held Microphone
	
	
	

	MP3/WAV Audio Recorder
	
	
	

	Speakers
	
	
	

	Press/MULT Box
	
	
	

	Video Camera
	
	
	

	Still Camera
	
	
	

	Color Laser Printer
	
	
	

	GOBO Lighting (glass or metal)
	
	
	

	Up Lighting
	
	
	

	Spot Lighting
	
	
	

	Studio Lighting
	
	
	

	Moving Lighting
	
	
	

	Other Lighting
	
	
	

	Audience Response System (ARS)
	
	
	

	

	LABOR
	Yes/ No
	Amount
	Overtime? (after 10hrs)

	Audio Technician
	
	
	

	PowerPoint Technician
	
	
	

	Projection Technician
	
	
	

	Video Technician
	
	
	

	Lighting Technician
	
	
	

	Audience Response Technician
	
	
	

	Miscellaneous Comments:



