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North Carolina Community College Adult Educators Association

NCCCAEA Presentation Form
[Items in RED are to be completed by the Conference Planning Committee Contact Person.]
I. Presenter Instructions
1. Complete and email this document your Planning Committee Contact Person.

2. Once the Planning Committee has met, your Planning Committee Contact Person will confirm the status of your proposal.  If it is accepted, your Planning Committee Contact Person will email the proposal back to you with the assigned day and time of your presentation and ask that you confirm all the information a final time.
II. Conference Information

	Conference
	Dates
	Location
	Theme

	
	
	
	


III. Conference Objectives

1. Provide a world class conference.

2. Provide information for attendees that they can use immediately in their work.

3. Educate and motivate.

IV. Presenter Information

	
	Lead Presenter (If there are co-presenters, please attach the same required information for each.)

	Presenter Name
	
	Presenter Contact Information
	

	Title of Presentation
	

	Description of the Presentation
	

	FINAL Assigned Day, Date, Session, Time
	

	Audiovisual Requirements: insert a check (() in front of all that apply (NOTE: Sorry, but the NCCCAEA does not provide laptops nor Internet connections.)
	flip chart & easel
	data projector
	overhead projector
	tv/vcr

	
	Other (specify):  


V. Responsibilities of the Presenter
1. The Presenter is responsible for travel, lodging, and registration expenses.
2. The Presenter is responsible for providing handouts or working with the Conference Planning Committee contact person to provide handouts.  If you are willing to provide an electronic version of your handouts for the Association website, please email them to _____________________________.  
3. The Presenter is responsible for checking in at the registration table at least one hour prior to the scheduled presentation time.

4. The Presenter is responsible for notifying the Planning Committee contact person for any last minute changes/cancellation.
VI. Planning Committee Contact Person Information

	Name
	
	College
	

	Work Phone
	
	Email
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