
Title and Description of the Event: _________________________________________________________________________________          

Agenda (draft accepted)/Talking Points: ______________________________________________________________________________

Participants in the event: _________________________________________________________________________________________

Will there be an audience? Please give the demographics of the group: ______________________________________________________

Special Requirements:

    Dress: _______________________________________________________

    Meals: _______________________________________________________

   Other: _______________________________________________________

 
Location for the Event (full address): ________________________________________________________________________________

Transportation required & who will pay the cost (Airfare, ground): _________________________________________________________

Contact Information:

Name _______________________________________________________  Title ___________________________________________

Phone ___________/_________________________________   Email ____________________________________________________   

Please list any other pertinent information ___________________________________________________________________________

____________________________________________________________________________________________________________   

*PLEASE SUBMIT AT LEAST 14 DAYS IN ADVANCE*

JBC Institute Speakers Bureau 
Event Request


