Sample Information Request Form

Kellogg School of Management
“X” Conference
date
INFORMATION REQUEST FORM FOR

SPEAKER NAME

SPEAKER TITLE

SPEAKER COMPANY
*Please complete this form and return it to X by Date
I.  INFORMATION REQUESTED:

A. Speaker Information

 1.  Please e-mail an electronic copy of the following to Speaker Contact by: Date (Typically 2 months before conference):
□
Speaker’s Photograph (300 dpi or higher)  

□
Speaker’s CV (under 300 words) 

□
Please confirm Speaker’s title listed above, which will be used for all printed and electronic materials.  If there are any changes, please indicate below:
______________________________________________________________________

2.  Emergency Number for the Speaker:
Speaker’s cell phone (for day of contact): ________________________________

B. Logistics

1. Travel Information

a. Airfare – As a non-profit educational institution, the Kellogg School of Management does not reimburse airfare travel costs for conference speakers.

b. Transportation – Kellogg provides ground transportation to and from the airport for your convenience.  Please provide the following (if applicable).  Please note that Kellogg does not reimburse car rental expenses.



     i. 
   Please provide your flight information

a. Airline _____________

b. Flight Number and Arrival Time __________________

c. Flight Number and Departure Time _______________

a. Will you need ground transportation?

b. From the Airport to Evanston

Yes  

No

c. From Evanston to the Airport

Yes

No

2. Lodging – Kellogg provides One (1) night lodging at a local Evanston hotel.  As the conference is being held at the (Allen Center, Jacobs Center), we have rooms reserved at the X hotel.

Please indicate below:

 Yes, please arrange lodging for me on date: _____________________


         No, I do not needing lodging arranged for me 

3. Appreciation Dinner - In appreciation for your participation on our panel (or as a Keynote Speaker), we would like to invite you to a speaker appreciation dinner on X.  The dinner will be held at the (place) from (time), and will provide you with the opportunity to formally meet the other conference speakers before the event.  

 Yes, I am available to attend the dinner


         No, I am not available to attend the dinner 
4. Parking at Allen Center/Jacobs – 


Weekdays before 4:00 p.m. – South Lot parking

 
Saturdays & Weekdays after 4:00 p.m. - Allen Center/Jacobs Center lots

A1.  (If a Saturday)Northwestern University has approximately ten different parking lots, although there are three lots close to the Allen Center/Jacobs Center.  Please check out our website at www.kellogg.northwestern.edu/news/directions/index.htm for driving directions.   

 These lots are located as follows:
· East of Sheridan Road (North of Library Place and South of Garrett Place roads). 

· By the James L. Allen Center, East of Sheridan Road and accessible through the previous lot. 

· At the corner of Maple and Foster Street (behind the Foster El station). This lot requires a three-block walk to the Jacobs Center. 

A 2.  (If a Weekday) Parking is limited on Northwestern University’s Evanston Campus and many of the parking lots are restricted.  If you park in a restricted area, you will be ticketed.  As a benefit to our speakers, the South lot will be staffed with conference volunteers from Insert Time from whom you will obtain a parking permit.  Attendees arriving after Insert Time can obtain a permit from the shuttle operator.  The permit must be displayed on your windshield. .   
Due to construction, on-campus parking is often difficult. If you are driving, please allow extra time for parking.  Please check out our website at www.kellogg.northwestern.edu/news/directions/index.htm for driving directions.  Except as posted, parking regulations are enforced Monday through Friday, 7:30 a.m. to 4:00 p.m.  Street Parking is not recommended, as the City of Evanston tickets heavily in the residential area around Kellogg/Northwestern University. Street parking is limited to two hour intervals, and the time limit is strictly enforced.
II. PRESENTATION:

A. Presentation Format

Either 1.  Your speech will take place in the Owen L. Coon Forum in the Donald P. Jacobs Center. The Owen L. Coon Forum is a 600-seat amphitheater. Or 2. Your speech will take place in the Tribune Auditorium, room 164, of the James L. Allen Center. The Tribune Auditorium is a 250-seat two-tiered amphitheater.  


General Audience Breakdown:
60% Kellogg Students
30% Kellogg Alumni
10% Chicago Area Business Professionals
(A1.  – For Keynote Speakers – 1.  Introduction– you will be formally introduced by a chair of the Conference Leadership Team.  2.  Your presentation will be a 30-45 minute address to the audience.  You will be provided with a podium and microphone for your presentation.  3. Immediately following the conclusion of your presentation, there will be 15 minutes of Q& A.  Students will pass microphones throughout the audience for questions.  

(A2.  – For Panelists - The moderator will introduce each panelist at the beginning of the session.  The Moderator will then facilitate a 30-35 minute open discussion/question and answer session with the panelists.  Students will pass microphones throughout the audience for questions.   
B. Prior to the Program (For Panels Only) - The Club will provide the moderator with the contact information of the panelists so that he or she can contact each directly prior to the program (approximately 2 weeks) to discuss the topics that the panelist will address in the session.  In the past, moderators have enjoyed the opportunity to informally touch-base with panelists.  

III.  MEDIA RELEASE:

A. RECORDING/VIDEOSTREAM 

The program will be digitally recorded and stored on servers owned, leased, operated or otherwise accessed by the Kellogg School of Management for future download and/or remote viewing.  

Please indicate one of the following:

 Yes, I agree to the videotaping of my panel session/keynote address without Password Protection. The Kellogg School has the right to post some or all of the content of my presentation to be viewed by/for Public Access. 

— or — 

 Yes, I agree to the videotaping of my panel session/keynote address with Password Protection. 
The Kellogg School has the right to post some or all of the content of my presentation to be viewed by/for Students and Kellogg Alumni only.
 No, I would not like my panel/keynote address videotaped.

 Speaker or Agent Name’s Signature
 Date

 Please Print Speaker or Agent’s Name 

B.
EXTERNAL MEDIA 

Due to the popularity of our student events, the Kellogg School is frequently approached by external media representatives requesting to attend and/or cover a conference.  Please tell us whether you consent to having external media present during your session.

 Yes, external media representatives may attend my session.

 No, please deny any requests from external media representatives to attend my session.

 Speaker or Agent’s Signature
 Date

 Please Print Speaker or Agent’s Name 
Thank you again for agreeing to participate in X Conference.  If you have any questions or concerns, please contact X at phone or e-mail.
