 SEQ CHAPTER \h \r 1National Workshop on Christian Unity: Conference Room Request and Set-Up
Name of Presentation: [delete this rubric and type in the name the Plenary or Seminar]

Preferred Room Set-Up: [delete this rubric and delete the options which do not apply] theatre, classroom, circle, etc.)

Equipment/Teaching Tools: [delete this rubric and type in equipment, tools]

All equipment, i.e., audio-visual, writing board, flip charts, etc) provided by the hotel will incur an extra charge.  The Local Planning Committee will confirm receipt of each request and inform the presenter of any associated costs which does not fall within allocated budget allowances.  Such costs must be covered by the presenter.  Responsibility for ordering hotel equipment lies with the NWCU LPC, which designates who from this committee bears this responsibility.  Presenters cannot order hotel equipment.

Refreshments (not applicable to morning seminars)

[delete this rubric and type in the food and/or drink to be ordered]

Attendance (number of people expected to attend event) [delete this rubric and type in number]

NWCU Contact Person’s Name: [delete this rubric and type in name]

Tel: [delete this rubric and type in number]
Fax:[delete this rubric and type in number]

Email:  [delete this rubric and type in path]

