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TO:  ___________________________________________________________________
Thank you for considering being a presenter in the Wayland-Cohocton Central School Professional Development Series.  This is to obtain approval and confirm the arrangements of your session.  Attached you will find the “WCTA Professional Development Presenter Compensation” for each session you are presenting.  Please complete both forms, get signatures and return to me.  We will call you to confirm arrangements approximately one week before your presentation.  

PRESENTER’S CONFIRMATION/INFORMATION

DATE of Session Preference:  
ROOM SET-UP:  Generally, sessions will be set classroom style taking into account the number of persons registered for the session.  A presenter’s table will be at the front of the room.  If you have additional room requirements or require a different seating style (u-shaped, rounds, etc.), please list them below.

Room Location Preference:  
AUDIOVISUAL:  Audiovisual equipment is available by request only.  Please check the appropriate box (es).

( Overhead projector 

( Laptop computer and LCD projector

( Screen

( VCR player and monitor

( Easel stand, paper and marker

( Extension cord

( Microphone

( Other:  _______________________________________________________________

HANDOUT MATERIAL:  Please be considerate of your audience and provide, whenever possible, a copy of your slides.  WCCS will generate the necessary black and white copies of your handout material to be made available to attendees.  You must have your original set to me 3 school days prior to the event.    

( I have a handout.  The original is attached or send via e-mail to rwager@wccsk12.org 
MATERIALS/SUPPLIES:  Every effort will be made to supply any materials/supplies for the session to be successful, however all requests must be PRE-APPROVED.  Please specify below materials/supplies needed and the estimated cost.

CANCELLATION POLICY:  The session may be canceled if adequate registration is not attained (minimum of 5 participants).  WCCS will not be obligated for any compensation as long as notice is given 7 days prior to the presentation.  
PRESENTER PROFILE: The day of the session, a staff member will be asked to introduce you to the session participants.  Please provide the following information by filling in the blanks or including a separate attachment.
Name and title/position: ____________________________________________________

District/Company:  ________________________________________________________

Degrees or certifications held:  ______________________________________________

Years of experience:  ______________________________________________________

Any other pertinent information:  ____________________________________________

Rebecca Wager


Director of Curriculum and Instruction


Wayland-Cohocton Central School


2350 Route 63


Wayland, NY 14572


585-728-2211 x.3102


� HYPERLINK "mailto:rwager@wccsk12.org" ��rwager@wccsk12.org� 
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