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International Committee Meeting Request Form

To be completed by International Committee Chair or Vice Chair

(Important: Please print/type all information and submit at least 3 months before the proposed meeting dates)

Today’s Date:




International Committee Name:











Form submitted by (Check One):
( Committee Chair
( Committee Vice-Chair

Contact Person:













Mailing Address:













City:








  State/Province:




Zip/Postal Code





  Country:






Telephone:



 FAX: 



 E-Mail:




Official Program Name:












Anticipated Number of Attendees:











Promotion/Distribution

(Note: IRWA staff will contact you for specific details)





Site Selection/Dates

City and State preferences (List property if known):

1st 















2nd 















Accommodations:


Number of sleeping rooms required per day (please indicate with number):


Day 1






Day 4







Day 2






Day 5







Day 3






Day 6






Arrival Date:





Departure Date:

1st 














2nd 














Meeting Room Rate Range:


Maximum $




Meeting Room Set-up, F & B, and A/V Requirements

Important: Print/Type all information.  Please complete one form per meeting day
Meeting Name:













Meeting Date: 





Meeting Time: Start


End



Number of Attendees:





Room Set-Up: (Check all that apply)


Function:
( General Meeting
Set-Up: 
(  Classroom
( Theater

( Break-out
(  U-Shape
(  Banquet Rounds


(  Meal
(  Boardroom
(  Hollow Square

Food and Beverage: (Check if required)

(
Breakfast:
( Serve in Meeting Room
(  Serve in other Room (additional fee may apply)



Set-up Time:

     Number of Attendees:

     Budget:



(  Coffee Service

(  Continental Breakfast

Other:












(
A.M. Break: 
(  Serve in Meeting Room
( Serve in other Room (additional fee may apply)


Set-up Time:

     Number of Attendees:

     Budget:



( Coffee, Soft drinks and Water Service

Other:












(
Lunch: 
(  Serve in Meeting Room
(  Serve in other Room (additional fee may apply)



Set-up Time:

     Number of Attendees:

     Budget:



(  Roll-in Deli Service (salads, sandwiches, soft drinks, dessert)

Other:












(
P.M. Break: 
(  Serve in Meeting Room
(  Serve in other Room (additional fee may apply)


Set-up Time:

     Number of Attendees:

     Budget:



(  Coffee, Soft drinks and Water Service


(  Assorted Cookies

Other:












Audio/Visual:



Set-up Time:




Budget:





(
Overhead Projector and Screen
(  Podium with Microphone


( 
Multiple Plug Outlet


(  Cordless Microphone



(
Flipchart with Markers


( Lavaliere Microphone



(
CR/Monitor



(  LCD Projector



Other:












Special Needs (Provide any helpful information on the meeting’s special needs and requirements):

Please fax or email at least 3 months before the proposed meeting dates to:

International Right of Way Association

Attn: Jade Yoong, Meeting and Events Coordinator
19210 South Vermont Avenue, Building A, Suite 100
Gardena, CA 90248
Tel: (310) 538-0233 - Fax: (310) 538-1471

E-Mail: yoong@irwaonline.org
* Please contact to discuss meetings with short timeline
HEADQUARTERS USE ONLY

Date Form Received:













Date Hotel(s) contacted:

1st















2nd











Date Proposal(s) Received from Hotels:

1st















2nd










Date Committee Contacted:











Post/distribute the above materials in the following areas (Please Check ():


Website:								right of way Magazine


(	Hot News							(	Calendar Section


(	Event Calendar


(	Meetings & Events


(	Other (Please Specify):										





Mailing:


(	Target Audience (i.e., Regions, Committees, Chapters, etc.)


Please Specify:												





Please develop the following materials (Please Check):


( Promotional Flyer						(	Registration Form


( Other (Please Specify):										














International Headquarters: 19750 South Vermont, Suite 220 Torrance, California 90502-1144 Tel: (310) 538-0233 Fax: (310) 538-1471

Internet Address: http://www.irwaonline.org


