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	Marketing Division
	

	
	Melbourne Campus at Burwood

	
	221 Burwood Highway 

Burwood Victoria 3125

	
	Telephone +61 3 9246 8260

	
	Facsimile +61 3 9246 8226


Invite Deakin to your event

Thank you for inviting Deakin to take part in your school’s event. To ensure our involvement is both safe and productive, please complete and fax this form to 03 9246 8226. 
1. School/Organisation Details

	Name of school/organisation


	

	Contact person


	Position/title

	Telephone


	Fax

	Email


	Mobile

	Address


	


2. Will the event be held at a different location to the address above?
Yes (
No (

(If yes please provide the address details at Question 9)
3. Event details 

	Type of activity (e.g. careers expo, school talk, community activity)



	Day and date


	Arrival time

	Start time


	Finish time

	Audience (e.g. Year 12)


	Expected numbers

	Is the event optional for students?      

Yes (
No (
	Is the event to be held during lunch break?   

Yes (
No (


4. Do you require a Deakin information stand (e.g. expo table)?
Yes (
No (
5. Do you require a general Deakin presentation?
Yes (
No (
If yes, are there any areas of specific interest you would like highlighted?

6. Do you require a speaker from a particular course/faculty area?
Yes (
No (
If yes, please state from which course/faculty area(s):

7. Faculty representatives usually require a thirty minute time slot to conduct their presentation (e.g. twenty minute talk, ten minutes for questions).  
Is this possible?
 Yes (
No (
Please describe any specific requirements:

8. Please describe the format in which the talks are to be presented 
(e.g. one lecture theatre, individual rooms with students rotating between talks, etc)

9. Please indicate what equipment will be made available for presenters 
(e.g. OHP, data  projector/computer).

10. Do you require any publications?
Yes (
No (
If yes, please list:

11. Venue Details:

	Location (floor/room no.):


	

	Closest parking for unloading:


	

	Closest permanent parking:


	


(Please provide clear instructions on parking.)

12. Access to venue:

	Where should staff report on arrival?  


	

	Will assistance be available for loading and unloading?
	Yes (
No (


	Will there be signs to the venue/reception point?

( Please provide a map of the venue showing parking and access.)
	Yes (
No (

	Does access to the venue involve climbing stairs?  
	Yes (
No (

	If so, how many, and is there an alternate route/ramp?


	

	Is the walking route between the venue and parking safe and well lit?


	


13. Emergency Procedures

Will the school staff member supervising the event be aware of emergency procedures in the case of an emergency (fire/medical or otherwise)? 
Yes (
No (

We will respond to your request within ten working days.
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