


Job Corps Annual Leadership Summit
Meeting Request Form

Submission Deadline:  September 29, 2006
Complete both pages and submit electronically to Dennis Johnson at johnson.dennis@dol.gov. We will submit these forms as requests to the hotel, but the requestor will be responsible for finalizing meeting arrangements with the hotel.  The requestor will be responsible for all meeting costs. 

GENERAL INFORMATION:

Contact Name: 

Title: 

Organization:

Address: 

Phone: 
Fax:
E-mail:

Meeting Date(s):
Start time:



End time: 
Number Attending: 
Name of Meeting:

Meeting Room Needs

SET UP (continued on next page - please check one):

____
Auditorium or Theater-Style

Explanation:  In this style, all participants face toward one point, usually a lectern or head table.  

____
Classroom Setup

Explanation:  In this style, participants have tables to sit at.  All participants face toward a central focal point.

____
Conference Room Setup

Explanation:  In this style, participants sit at table facing each other.  Tables can be arranged in various shapes and may accommodate from 10 to 100 people.

AUDIO/VISUAL REQUIREMENTS (please list quantity needed):

____ Overhead Projector


____ Lavaliere Microphone

____ LCD Projector



____ Microphone

____ Laptop for Power Point

____ Dry Erase Board

____ Podium Microphone


____ Notepads and Pencils

____ Other: ______________
Additional Requirements

SLEEPING ROOMS:

Will your meeting require additional sleeping rooms to be reserved for guests not attending the Job Corps Conference? ______
If YES, how many?  ______

If yes and sleeping rooms are available in the Job Corps block, we will instruct you to make those reservations during the first week of October 2006, through the hotel’s Web site.  If not, we will provide contact information to the hotel for you to make other arrangements.

FOOD AND BEVERAGE:

Will your meeting require food and beverage service? ______ 

If yes, we will direct you to the Hyatt Regency Washington on Capitol Hill to make arrangements.  You must FIRST have confirmation of your room assignment before making your food and beverage commitments.

PLEASE ADD ANY OTHER REQUESTS OR SPECIAL NOTES:
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