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The Institute of Telecommunications Professionals
Sunbury TE
Green Street
Sunbury-on-Thames
Middlesex
TW16 6QJ

Tel: (+44) 01932 788861
Fax: (+44) 01932 785205
martin.ingram@theitp.org
EVENT REQUEST FORM



Name:                                                                                                     Date:                              dd/mmm/yyyy
Email: 

Region:    Anglia       London    Midlands   N. East    NHC    N. Ireland    N. West    Scotland    SHC    S. West    Wales 
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Telephone:   Home                                              Mobile                                         Work

Contact name on the day of the event:                                                   Mobile:


Please provide as much information as possible about the event you would like to see organised in your region and email it to Martin Ingram.
Once the event is approved, a member of the ITP events department will contact you. They will be able to assist with organising and promoting the event.



Event title:  


Event venue & address:

























Event date (dd/mmm/yyyy):  

Event description: Please provide as much detail as possible, 

Event Registration time:                            Event start time:                              Event end time:

Attendee profile:    Members       Apprentices            Students                 Family            Prospective members
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Background information, contact details, and image/s (as attachments) of Speaker/Presenter if possible:



Do you require assistance with securing a venue?                Yes                    No
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If yes, what type of venue?      Hotel     Restaurant     Theatre     School Hall     Other 
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Expected number of attendees:  

Audio Visual requirements:   Projector   Whiteboard   Laptop   Speakers   Digital Camera   Video Camera

                                                       [image: image24.wmf]                 [image: image25.wmf]              [image: image26.wmf]            [image: image27.wmf]                  [image: image28.wmf]

                        [image: image29.wmf]
Catering requirements:          Breakfast        Lunch        Dinner        Tea/Biscuits
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Is there Car Parking facilities onsite?               Yes                  No
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If not, where is the nearest Car Park?  


Where is the nearest Train Station?    


How do you recommend promoting this event:        Web       Email invites       eNewsletter
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If email invites has been chosen, which Regions would you like them to go to?

                      Anglia      London    Midlands   N. East    NHC    N. Ireland    N. West    Scotland    SHC    S. West    Wales 
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Promotional items required:        Colour Posters      B/W Posters       Flyers        Pop-up Banners
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     How Many?


Projected income and expenditure. Please give details below.

                                     Income                                                                          Expenditure

	Ticket sales
	
	Hospitality
	

	Sponsorship
	
	Speaker
	

	
	
	Venue & Equipment
	

	
	
	Other (Gift etc)
	



Total funding required:  

Is this event being sponsored:       Yes           No         If yes, please provide sponsor details below,
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          including contact details if possible.



Each event that incurs expenditure of over £50 MUST have an agreed cost charged to each attendee unless the ITP Financial Manager, or Regional Manager, has agreed special exemption.


Members price:                  Non-members price:                     Retired/Student/Child (under 16yrs):

Are there any promotions or discounts?         Yes            No          If yes please give details below.
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Do you require e-tickets to be sent to registrants?                                                            Yes                No   

If so, what details and/or special instructions would like to be included?                        [image: image62.wmf]                 [image: image63.wmf]


Event approved by:

Date approved:                                     dd/mmm/yyyy

Event matrix:


Website:               
CONTACT INFORMATION





















































INSTRUCTIONS





EVENT INFORMATION









































1st line of address





2nd line of address





3rd line of address





City/Town





Postcode



































Please tick one 











VENUE INFORMATION





Please specify here











PROMOTIONAL NEEDS

















BUDGET

















BUDGET





BUDGET





TICKETING
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