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Combined Federal Campaign
Southeast Tri-State Region -2016

GUEST SPEAKER REQUEST FORM

 

(Please allow for two weeks’ advance notice. Email to workflow@mycfc.us.)
All request for a charity guest speaker must be conducted by the CFC Office. Federal employees are prohibited from contacting any charity and arranging for appearance or materials.
FEDERAL OFFICE MAKING THIS REQUEST: ​​​​​_______________________________________
 

PERSON SUBMITTING REQUEST: ________________________ PHONE: _______________
 

MEETING LOCATION: __________________________________________________________
 

ROOM: ___________
BUILDING #:_________   CITY: _________________
 

SPECIAL FACILITY ACCESS REQUIREMENTS: _____________________________________
SPEAKER REQUEST DATE: _____________

ALT. DATE: _____________________
 

EVENT TIME: START: ___________
          FINISH: _____________
SPEAKER TIME FRAME (minutes):____________
 
EXPECTED GROUP SIZE: ____________
TYPE OF AUDIENCE: ___________________ 
AUDIO VISUAL AVAILABLE FOR SPEAKER:   YES _______ 
NO ___________
(IF YES, PLEASE SPECIFY):_____________________________________________________
_____________________________________________________________________________



**Do not write below dashed line**
 (LOCAL CFC OFFICE INFORMATION)

…………………………………………………………………………………..……………………………
 

CFC OFFICE REPRESENTATIVE COORDINATING EVENT: _______________________________________________

DATE CONFIMED: ________

AGENCY: _______________________________________________________________________________________ 
SPOKES PERSON: _______________________________________________________________________________

AGREED UPON DATE: ____________ 



PHONE: ________________________ 
SPEAKER AGREEMENT FORM ON FILE:   Y / N     (Must have on file before event)

APPROVED / DENIED (Circle one)

Date the requesting point of contact has been notified: _____________
SPECIAL INSTRUCTIONS OR DIRECTIONS: Ensure the spokesperson and the point of contact have communicated to ensure dates, times, and special needs such as access are coordinated.
