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Appearance Request Form

Please complete this form and return it via email to jmccarthy@gadoe.org
Event Information

Name of the Requesting Group/Person/Institution:       
Date(s) of Appearance:       
Location of Appearance:       
Presentation Topic: (What is the requested topic/focus for the presentation/appearance?)       
Presentation Length: (What is the requested length for the presentation/appearance?)       
Audience: (Who will be the intended audience for this appearance? i.e., students, teachers, etc.)       
Estimated Audience Size:       
Points of Contact
Please provide TWO points of contact and their cell phone numbers

Primary Contact Person:       
Primary Contact Person’s Cell:       
Secondary Contact Person:       
Secondary Contact Person’s Cell:       
Technology
Will there be access to an LCD projector and a screen in order to display digital content, if necessary?

Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Will there be access to a microphone?


Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

Will the microphone be wireless or hand-held?


Wireless  FORMCHECKBOX 


Hand-held  FORMCHECKBOX 
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Travel Reimbursement

Reimbursement for travel expenses associated with the GA Teacher of the Year’s appearance at this event is required.  Expenses to be reimbursed will include mileage and meals (meals are reimbursed only if they are not provided at the appearance).  The State of Georgia rate of reimbursement for mileage, as of July 1, 2011, is $0.55 per mile.  Additionally, any appearances more than fifty (50) miles in distance from the 30331 zip code will require lodging on the night immediately prior to the event and on the night of the event, if the event ends after 7:00 PM.

Is completion of an expense form necessary for reimbursement of expenses associated with attendance at this event?


Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

(If an expense form is necessary, please send an electronic copy along with this request form.)
If an expense form is necessary, to whom does the form need to be sent?

Name:  
     
Address:
     
Phone:
     
Fax:
     
What will be the timeframe for reimbursement of expenses associated with attendance at this event?

Immediately


 FORMCHECKBOX 

One Week

 FORMCHECKBOX 

Two Weeks

 FORMCHECKBOX 

More than two weeks
 FORMCHECKBOX 
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