	Poet Laureate Scheduled Event Information

	Name of Event: 

	Date of Event: 

	*Transportation Provider:    e-mail

	Starting Time of Event:  

	Time of Appearance: 

	Length of  Presentation:

	Agenda/Program w/Times:Schedule:
 
   
  

   

	Will a reception or additional appearance be scheduled related to this event?  


	Group / Audience: 

	Background Info and/or Statistical Info on Group or Event:  



	Other Speakers / VIP's / Dignitaries: 



	Who Will Introduce the Poet Laureate?: 



	Will Media Be Present: 

	Will Event be Recorded/Videotaped:  


	

	MISC. INFORMATION 

	Meal Served: 

	Seating Arrangements: Head Table / Assigned Table / Open Seating  

	Who Will Be Seated @ the Poet Laureate’s Table?: 

	Bio's:  

	Attendance List: 

	*Will a reception or additional appearance be scheduled related to this event? 

	

	SITE INFORMATION

	Location of Event Including Town and Street Address:  



	  

	Directions to Event:



	Parking Arrangements:

	Entrance Arrangements:  

	Who Will Meet the Poet Laureate at Entrance?: 

	Room/Stage Set-Up/Sound System Available: 

	Name,Cell Phone # & e-mail Address for Contact Person @ Event: 



	Land Line Phone # @ Event: 



	 

	CONTACT INFORMATION

	Okla. Humanities Council 

	Name:  

	Phone Number: 

	Location Event Coordinator

	Name: 


	Phone Number: 

	Other 

	Name: 

	Phone Number:


