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PRELIMINARY  CONTACT  SHEET  

TOPIC: ________________________________       TOPIC:_____________________________  

CLIENT:______________________________________________________________________  

______________________________________________________________________________  

______________________________________________________________________________  

PHONE: _______________________________      FAX: _______________________________  

PRESENTATION DATE: ________________________________________________________  

PROGRAM TOPIC: ____________________________________________________________  

START TIME: __________________________   END TIME: __________________________  

PROGRAM LENGTH: _________________________________________________________  

ESTIMATED # TO ATTEND: ___________________________________________________  

WHO ARE THEY: ____________________________________________________________  

LOCATION: _________________________________________________________________  

____________________________________________________________________________  

____________________________________________________________________________  

PHONE: _______________________________      FAX: _______________________________  

NEAREST AIRPORT: __________________________________________________________  

DISTANCE IN MINUTES OR MILES FROM AIRPORT: ______________________________  

HOTEL RESERVATION DATE: __________________________________________________  

HOTEL: ______________________________________________________________________ 

___________________________________________________ 
___________________________________________________  
PHONE: _______________________________      FAX: _______________________________  

FEE: __________________  

TERMS: ______________________________________________________________________  

_____________________________________________________________________________  

____________________________________________________________________________  
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