	[image: image1.png]



	Center for Learning & Professional Development
Box 1926, 164 Angell Street
Providence, RI 02912
401 863-2456
Fax 401 863-3513 


	Training Logistics form


Title of Training:       




Session #:
CLPD Facilitator/ Organizer:   FORMDROPDOWN 

Session Date:  
Alternative Dates:  
Confirmed Date:  
Number of Participants:  
Room(s) Requested:  
Confirmed Room(s) and IPR#:  
Food Request:



Ordered:


IPR#
Breakfast:
 FORMCHECKBOX 



 FORMCHECKBOX 





Lunch

 FORMCHECKBOX 



 FORMCHECKBOX 





Snack

 FORMCHECKBOX 



 FORMCHECKBOX 





Dinner

 FORMCHECKBOX 



 FORMCHECKBOX 





Equipment Request:


Ordered:


IPR#
Laptop:  

 FORMCHECKBOX 


 FORMTEXT 

     







Projector: 
 FORMCHECKBOX 
  
 FORMTEXT 

     







Television:

 FORMCHECKBOX 


 FORMTEXT 

     







VCR: 


 FORMCHECKBOX 


 FORMTEXT 

     







DVD:

 FORMCHECKBOX 



 FORMCHECKBOX 





Supplies Request:  





Supplies Completed:
Flip Charts Stands:
 FORMCHECKBOX 




     


 FORMTEXT 

     

Qty. 
Binders:   

 FORMCHECKBOX 

  


     


 FORMTEXT 

     

Qty. 
Name Tags: 

 FORMCHECKBOX 




     


 FORMTEXT 

     

Qty. 
Tents:
      

 FORMCHECKBOX 




     


 FORMTEXT 

     

Qty. 
Certificates:   

 FORMCHECKBOX 




     


 FORMTEXT 

     

Qty. 
Markers:       

 FORMCHECKBOX 




     


 FORMTEXT 

     

Qty. 
Copies/ Packets:
    
 FORMCHECKBOX 




     


 FORMTEXT 

     

Qty. 
Please explain any specific needs for this session:  
External Consultant:  
Name of Consultant: 
Address:  
Phone: 
E-mail: 
Is this an existing consultant?   FORMDROPDOWN 

If this is a new consultant what is their SSN or Tax ID #:  
Please provide all information to create a contract.  Contract completed:   FORMCHECKBOX 

Are there any equipment requests or special needs from the External Consultant?  
Parking Pass Needed
 FORMCHECKBOX 
        Parking Pass Sent
 FORMCHECKBOX 

Marketing:

Post the event to training.brown.edu
 FORMCHECKBOX 

Morning Mail Announcement
 FORMCHECKBOX 

Post the event to the training calendar
 FORMCHECKBOX 

Post event on HR Listserv
 FORMCHECKBOX 

Announce event to special distribution list
 FORMCHECKBOX 







