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Thank you for choosing Jim as your presenter.  Please fill out this form and fax it back to us at (312) 527-1116 or email it to Alicia@jfainc.com. We’ve filled out the portions. Please check with your records. If there are any changes we need to make, please do so on this form.

General Info:

	Group CLIENT
	

	Event Title
	

	Address of Event including room info: 
	

	Contact Person
	

	Contact Person Info: (email, ph, address, title, etc.)
	


Presentation Info:

	Topic Title
	

	Presentation Date
	

	Presentation Time
	

	Length
	

	Handouts:

(please check one)
	( Shift Happens sends CLIENT a PDF and you print handouts 

( CLIENT is printing handouts. Shift Happens will send a PDF.

	If CLIENT print the handouts, please let us know specifications (ex. Color/BW, #of pages, etc)
	

	CLIENT Logo
	( CLIENT will send a logo to Alicia@jfainc.com (to be used in presentation)

( CLIENT will not send logo

	CLIENTs of Executives or Board Members
	

	How the Room is Setup 
	

	Size of Audience
	

	Attire of Audience
	

	Audience Make-up (ex. Ratio of women/men, professions, level, etc.)
	

	Fee
	$

	Agreement
	( This sheet will stand as an agreement

( CLIENT will send a agreement




Transportation & Lodging 

	Hotel Accommodations*
	( Shift Happens will make reservations

( CLIENT will make reservations and send to Shift Happens

	Hotel Info (CLIENT, address, phone)
	

	Transportation
	( CLIENT will arrange ground transportation

( Take a Taxi 

( Rent a Car

	Flight
	( Shift Happens makes reservations (reimb. Up to 500)

( CLIENT will make flight reservations

	Other info:

(reimbursement amounts, etc.)


	


* Jim generally arrives the day/night before a presentation.  If you would like him to stay additional nights or days, please let us know so we can arrange the calendar.

Needs for room:

· Lapel Microphone

· Flip Chart + Marker

· Extension cord (if there is not an outlet near the podium or table)

· Screen (or screens depending on the size of the room and audience)

· LCD Projector (Please note: Shift Happens can provide a projector for an additional usage fee.)

Jim always brings his own PC or Mac laptop computer with a backup. He also has connectors for his PC or Mac that fit most A/V systems.

Please fax this back to (312) 527-1116 or email to Alicia@jfainc.com
I have read and agree to the information above. I will remit a check for 50% of the agreed upon amount no later than 30 days from the date below.  Failure to remit may cause cancellation of this reservation.  The additional 50% is due 30 days before the event, unless other arrangements are agreed upon in advance. 
Signature: __________________________________________   Date: __________


James Feldman, CITE, CPIM, CPT, MIP


505 North Lake Shore Drive, Suite 6601, Chicago, IL 60611


ph (312) 527-9111 fax (312) 527-1116


inquiries@shifthappes.com • www.shifthappens.com





Additional comments:








