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Presentation request form
	Organisation
	

	Contact
	Name:

Phone:

Email:

	Event name / description


	

	Date of presentation
	

	Venue/address (including where to arrive)


	

	Presenter arrival time
	

	Presentation time start and duration
	

	Speaker requested
	

	Audience

(number, background / areas of interest)
	

	Topic and other specific areas of interest
	

	Type of presentation / role of presenter

(e.g. session presenter, event chair, keynote address, panel discussion member)
	

	Facilities available e.g. lectern, laptop, data projector
	

	Traditional owners or VIPs to be acknowledged
	

	Will presentation be recorded? Can we access this file?
	

	Are media invited? Please keep QCAT updated via the email address below.
	

	Will feedback be collected? Can we access it?
	

	Dress code
	

	Any additional information
	

	Presenter RSVP required by (specify date)
	


Please return this completed form to QCAT.JudicialExecutiveAssistant@justice.qld.gov.au.
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