SAE AUDIOVISUAL EQUIPMENT ORDER FORM

******PLEASE NOTE*******

Complete and return this form only if you are completing sections 2 and 3.  SAE MUST receive this audiovisual equipment order form “3” WEEKS prior to the event   *July 28 ensure that items will be available. 

ALL REQUESTS RECEIVED LESS THAN 3 WEEKS PRIOR TO THE EVENT, UP TO AND

 INCLUDING THE WEEK OF THE MEETING, WILL BE AT THE PRESENTER’S EXPENSE.

	Meeting
	 2008 Wichita Aviation Technology Congress & Exhibition
	
	Presenter
	

	Session Title
	
	
	Phone Number
	

	Session Code
	
	
	Fax Number
	

	Room
	
	
	Email
	

	Date 
	 


 
	
	Time
	


1. The following AV equipment will be provided by SAE in ALL technical session rooms at no charge to the presenters.  

· Computer Controlled Projection -- LCD Projector (1024 x 768 standard resolution).  

                 NOTE:  Presenter must provide laptop computer, proper cord, and adapter for 110V.
· Projector screen

· Lectern with microphone and lapel microphone

· Laser pointer

· Aisle microphone for rooms with projected attendance of greater than 150 
2. The following AV equipment will be provided by SAE free of charge but must be requested “3” weeks prior to the meeting.   All requests received less than 3 weeks prior to the event, up to and including the week of the event, will be at the presenter’s expense.  (Please X items requested below.)

      Video cassette player (VHS “NTSC” format required)

	
	1/2” VHS/VCR (standard)

	
	Flip chart & markers


      ___  35mm slide projector (slides should be “Wess Mount” for a Kodak 80 Carousel.)

      ___  Overhead Projector 

3.
All other AV equipment will be provided upon request at the presenter's cost. (Please request items below. SAE will contact the presenter with the estimated cost prior to the meeting.)

      _______________________________________________________________________________________

RETURN THIS FORM TO:
Attn: Shirley Antolik




SAE Headquarters

400 Commonwealth Drive

Warrendale, PA, USA  15096-0001
Phone: 724-772-8527  FAX: 724-772-4041

E-Mail:  santolik@sae.org
SAE THANKS YOU FOR YOUR COOPERATION.
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