[bookmark: _GoBack]FAI Speaking Engagement Request Form (Web)

Thank you for contacting the Federal Acquisition Institute (FAI) for your Speaking Engagement needs. FAI receives requests from many different venues.  To assist FAI in serving your needs in the best possible fashion, please complete this form as part of any invitation for a member of FAI to speak or attend an event or meeting. 
Event Information
	Click here to enter text.

Event Type (Conference, Meeting, Webinar, Teleconference, Presentation, Other): 

	Click here to enter text.

Event Location (include complete address, room number, etc.):
 
	Click here to enter text.

Event Date:

	Click here to enter text.

Name of Person/Group/Agency Requesting Speaker/Participation: 
 
Event Start Time:  Click here to enter text.
Event End Time:   Click here to enter text.
FAI participation/involvement requested from       am/pm    to       am/pm
Dress Code:  ☐ Business Professional  ☐ Business Casual   ☐ Formal
FAI Representative Being Requested:

☐ Donna Jenkins  ☐  Jeffrey Birch   ☐ Jodie Paustian        ☐ John Andre
☐ John Varghese  ☐ Molly Parker    ☐ Anthony Grayson  ☐ Robert Faulk   
☐ Bruce Moler      ☐ Benedict Eng   ☐ Bonnie Hanger       ☐ Gloria Sawyers   
☐ Not Known/FAI Decision

Type of Presentation:
FAI Overview   ☐
FAITAS Overview ☐
FAC-C ☐
FAC-COR ☐
FAC-P/PM ☐
	Click here to enter text.

Other (Please specify.  Is there a theme or history for the event?

	Click here to enter text.

Event Costs (if applicable) 

	Click here to enter text.

Is your group or agency able to fund invitational travel if required for FAI participation?

Contact Information
Contact Person:   Click here to enter text.
Phone Number:   Click here to enter text.
Address:     Click here to enter text.
Email:   Click here to enter text.

	Click here to enter text.

What is the group’s interest in hearing FAI speak?

	Click here to enter text.

Does the group have any special interests or concerns that should be addressed? 

	Click here to enter text.

Is there a topic or subject that should be addressed in FAI’s remarks? 
 
	Click here to enter text.

Should the remarks be formal or conversational? 
 
	Click here to enter text.

Preferred length of comments:
 
	Click here to enter text.

Expected Audience: 

	Click here to enter text.

Any Distinguished Guests in Attendance?

Please Submit to contact@fai.gov.
