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	Speaker Name
	

	Session Title
	

	Space(s) required



	(e.g. classroom setup – how many per table? / computer lab / large open space etc. Try to give as much information as possible about all spaces needed for the sessions.)

	Audio/Visual Requirements
	Data projector: YES / NO            Presenter uses own laptop: YES / NO              Presentation requires sound: YES / NO
Additional requirements: (e.g. bringing multiple devices that need AV connections / need a visualiser)


	Software Requirements
(on presenter’s computer)
	Do you need to be able to access the internet (e.g. for youtube videos etc)? YES / NO
What presentation software will you be using?

	
	Needed from Venue / Ri
	Speaker Can Provide

	Computer Requirements 
For Students (inc. software)
	Students require computers: YES / NO
   If YES now many students per computer?
   If YES what software will students be using? 
	

	Equipment Requirements (e.g. scissors)
	
	

	Consumables Requirements (e.g. paper, worksheets that need printing)
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	Additional Information (timings, notes etc – optional):
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