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“With One Heart Let Us Be ‘Men’ of Understanding”

See example
File on P2
Speakers Information File
	Speakers Name:
	

	Contact Address
	

	Phone Number
	

	Mobile Phone
	

	Speakers e-mail address
	

	Speakers Website
	

	Lecture Titles
	

	
	

	
	

	
	

	Lecture Cost
For 1hr talk
	

	Travelling Expenses
Cost/mile
	

	Distance prepared to travel
	

	Additional information
	

	Equipment Needed
	

	Your notes to help Introduce the Speaker:
	


SAMPLE - Speakers Information File

	Speakers Name:
	Mr Jon Doe

	Contact Address
	Witsend, High Street, Anytown, Cambridge CB21 9ZZ

	Phone Number
	01233 999999

	Mobile Phone
	0787 1234567

	Speakers e-mail address
	jondoe@jondoe.co.uk 

	Speakers Website
	www.jondoe.co.uk 

	Lecture Titles
	My beer mat collection & other exciting hobbies

	
	The History of Anytown 1066 to 1900

	
	The History of the Jon Doe Family

	
	Cambridgeshire’s Lighthouses Past, Present & Future

	Lecture Cost

For 1hr talk
	£50 

(donated to my favourite charity)

	Travelling Expenses
Cost/mile
	40p/mile

	Distance prepared to travel
	40 miles

	Additional information
	I have a quiet voice, could I have a microphone and would you provide a glass of water

I will bring my talk on a memory stick



	Equipment Needed
	Digital Projector

Laptop

Extension lead

	Your notes to help Introduce the Speaker:
	I have been collecting beer mats for 40 years.
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