2012 FSA Fall Conference - Event Request Form
Orlando, FL – The Peabody Orlando – Nov. 27 – 29, 2012
(Submit one form per event)
These events are “invite only” and are not advertised in any conference material.
	1. Submitted By:  _____________________
    Desk Phone Number: ________________
	

	2.  Definitions & Type of Event:
Pop-Up Meeting:  A pop-up meeting is typically a request for space for staff to conduct internal meetings, 
conference calls, etc. during the conference. Rooms are set conference style for up to 20 people and have 
a speakerphone, flipchart, and markers.  No other A/V is provided. Requests are scheduled first come, first served. 
Pop up meetings can occur at any time during the conference.
Focus Group:  A Focus Group is an invitation only event conducted by FSA staff for attendees for a specific 
purpose. Focus Groups are generally up to 20 attendees set in either rounds or conference style.  
Standard A/V and flipcharts are available.  Focus groups are generally conducted after normal conference hours.
Type of Event
 FORMCHECKBOX 
 Pop-Up Meeting:   Title: _______________________________  

                                Purpose & Who is attending:  _____________________________
 FORMCHECKBOX 
 Focus Group:       Title: __________________________________

                                Purpose & Who is attending: _____________________________

	

	3.  Name of Onsite Contact: _____________________
     Cell Phone Number: _________________________
	

	4.  Please approximate the number of attendees expected: 

 FORMCHECKBOX 
 0-10    FORMCHECKBOX 
 10-20    FORMCHECKBOX 
 20-40   FORMCHECKBOX 
40-60   FORMCHECKBOX 
 60-100   FORMCHECKBOX 
 100+

	

	5.   Requested Event Date: ______________    Time:  _______________
The CST will inform the requestor of the location & room for the event.
	

	6.   Technical Requirements – Will your event require A/V?  ___Yes  or ___No
Standard A/V provided is:  internet, screen, laptop, mouse, LCD projector, and flipchart & markers.
7.  Food and Beverage

Food and beverage will not be provided at the conference this year.  If you require refreshments, a written justification and approval must come from OGC.  If you wish to provide refreshments, please see Debra Byrne for assistance with your request.
 FORMCHECKBOX 
 Other, Please List:___________________________________________


	

	8.  Room Set-Up Choices:  “X” the box that applies.
 FORMCHECKBOX 
 Conference Style – 20 or less attendees are seated on all four sides of a rectangular table.

 FORMCHECKBOX 
 Theatre Style – Aligned rows of chairs facing speaker.  Better for larger groups.

	

	9.  List anything else the CST should know for your event:
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