Agenda Item Request Form
The purpose of this form is to help the meeting preparer determine the order and timing for agenda items. Your cooperation in completing this form will help the meeting facilitation. 

	Board Member Contact
	

	Meeting Date
	

	Speaker / Presenter Name
	

	Speaker/ Presenter Contact information   
	

	Names of people attending with speaker / presenter


	

	Presentation Topic 
3 Bullet Points


	

	Reason for Presentation
	_______ Review 
_______ Discussion

_______ Decision
 _______ Budget item 
_______ Other
_______  At the Request of _______________

	Amount of time required
	

	Number of presenters
	

	Presentation format:
	_______ Power Point only 

_______ Power Point with hard copy of presentation.

_______ Additional handouts

_______ Discussion only

_______ Other

	AV needs
	Bringing Laptop 
Need Laptop

Flip chart


Email this form to meeting preparer when completed
SPEAKER PREPARATION
As part of your introduction, please include the following information:.
· Speaker Name
· Purpose of presentation today

· Outcome requested

· Number of slides 
GENERAL GUIDELINES

· Please be at the conference room 5 minutes before you are scheduled to present

· Have your laptop booted up and in sleep mode 

· A location at the table will be indicated for you to set up 
· Allow time for questions 
· Remember to turn off cell phones and other hand held devices
MATERIAL PREPARATION
· Always provide financial data or very detailed slide information in hard copy 

· Bring copies to be handed out at the meeting, color copies are not necessary
· Allow an average of 3 minutes discussion per slide

· Please number the pages and slides of your presentation for easy reference
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