IFMA World Workplace 2008 
Audio Visual Equipment Request Form

Speaker Name(s): _________________________________________________________________
Presentation Title:  _________________________________________________________________
(Office Use Only) Room Number: _________________________

ROOM SET: Standard set is one room per session; theater with a head table for three; podium with fixed microphone, one screen; table at back for material and handouts. 

EQUIPMENT: Check all that apply; where appropriate, indicate the number of each required for your presentation at World Workplace ’08.  Any and all other audiovisual needs must be detailed below.  If you have more than one speaker in your presentation, please confirm their equipment requests before returning the completed form. Please submit ONLY ONE AV Equipment Form per presentation. 
COMPUTERS and POWER SUPPLY: If you are using PowerPoint (or computer presentation), you will need to bring your own laptop computer. Cable and adapters will only be provided to connect computer to projector Note: IFMA does not provide computers (laptops).

Check only the items you require:

Microphone(s): Please indicate the number of each needed in the space to the right of each choice
Wireless Lavaliere Microphone_____ (# needed)
□ LCD projector

 Overhead projector 

 35 mm slide projector

 Sound patch (audio from PowerPoint) 





□ Laser Pointer_____ (# needed)

 Flip chart with markers_____ (# needed)
 Other _____________________________________

I will require the following additional equipment: ________________________________________________________________________________________________________________________________________________________________
Helpful Hint: When considering your A/V needs remember audiences can be critical when evaluating sessions where a presentation is merely read from the screen or printed materials. Be sure to use slides, transparencies, etc. that are of high quality and easy for the audience to read.






RETURN COMPLETED FORM TO IFMA BY MONDAY, March 3, 2008
IFMA World Workplace 2008, Attn: Melinda Weathers
1 East Greenway Plaza · Suite 1100 · Houston, Texas 77046-0194 · +713-623-4362 · Fax +713-623-6124 Email: melinda.weathers@ifma.org

