


Please complete and return this request form 2 weeks before the conference date.
 
GEMS (Girls Engineering Math Science)


Return form to your conference director.
								
[bookmark: OrgContact][bookmark: CityStateZip]Your Name			 	
Email Address      			   Phone Number    
Workshop Title     	
		

Please assist us in accommodating your needs by completing the following information:

Do you need a classroom assistant? __ yes   __no    

If you are bringing along your own assistant, please list her name: ____________________________________, 
e-mail: ____________________________________ 
Her t-shirt size: __ adult small __ adult medium __ adult large __ adult XL __ adult XXL


Setup Requested
[bookmark: Check2][bookmark: Check3]|_|	 Classroom Format	|_|	Lecture (Chairs only) Format 	|_|	Computer Lab
[bookmark: Check4]|_|	 Other – please describe: 


AV/Equipment Requested 		
|_| 	 Computer*	|_|	TV/VCR	|_|	Tabletop Podium 
|_|	 LCD Projector	|_|	TV/DVD	|_|	Whiteboard
|_|	 Screen	|_|	Overhead Projector	|_|	Easel/pad of paper
|_|	 I will bring my own equipment
|_|	Other – please specify:   	


Your t-shirt size: __ adult small __ adult medium __ adult large __ adult XL __ adult XXL

Handouts/Supplemental Materials
Clerical support for duplicating handouts, etc. will be provided.  All materials needing to be duplicated should be sent to the Continuing Education office two weeks in advance of the conference.  Please number your handouts if they need to be in specific order.

AV/Equipment Requests
Requests for AV or other equipment must be received two weeks prior to conference date.

*Computer/software requests
Instructors requesting computer(s) and requiring software installation(s) must supply software, license agreement and installation instructions to the Continuing Education office no less than two weeks prior to conference.  
