4.5.4 SPEAKING ENGAGEMENT FORM
Youth Services/Rainbow Alley

Speaking Engagement Request Form

Requesting Organization Information

Organization/Institution:_______________________
Contact Name:__________________________
Title:____________

Phone:___________________________ 
E-mail:______________________
Address:_________________________________

Donation or Honorarium? ____________
 How much?_______________ 

Event Information

Requested Topic(s):__________________________________________________________________________________________
Type of Event:  ____Training
____Class
___Workshop
____Conference
____Other - ___________________

Location:_______________________________________________________________________________________________________________________________________________________________________________________________________________

Date:___________
Start time:_________
End time: ___________

Format (casual/formal; other speakers? Who?): _________________________________________________________________

Other Details (where to report upon arrival, how early speaker(s) should arrive, directions to site, room numbers, etc):________________________________________________________________________________________________________

Audience Information

Youth____
Adult_____
Both_____
If youth, approximate ages and/or grades:__________________________________

Anticipated number of participants:_______________
Requird or voluntary?________________________________________

Audience role within organization (ie: students, direct service staff, law enforcement, medical, etc.):_______________________________________________________________________________________________________

Background knowledge audience may have? (ie: does this fit into a bigger curriculum or training series): ___________________________________________________________________________________________________________

Resources and Space

Available resources (AV, chalkboard, easel, etc.):__________________________________________________________________________________________________________________________________________________________________________________________________________________

Room set up:_______________________________________________________________________________________________

Other Information

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

POST EVENT INFORMATION and NOTES:

Speaker(s) and their role at the 

Center:_________________________________________________________________________________________________________________________________________________________________________________________________________________

Actual number of participants: __________ 
youth________
adults_______

Notes on the  event:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

