
CONTACT RECORD 
 
Organization:_________________________ Contact Date:________________________ 
 
Contact:__________________________________ 
 
 __________________________________ 
 
 
    Information 
 
 
Date of engagement:_________________________________________________________ 
 
Type of meeting/event:______________________________________________________ 
 
Topic requested:____________________________________________________________ 
 
Speaker: ___________________________________ 
 
   (tel) ___________________________________ 
 
Audiovisual aids needed: 
 
   slides _________ videotape _________ overhead _________ music _________ 
 
 
    Confirmations 
 
 
Engagement confirmed:  _________ 
 
Speaker confirmed: _________ 
 
AV equipment confirmed: _________ 
 
 
    Media Contacts 
 
 
Name     Result of Contact 
 
____________________________________ ____________________________________ 
 
     ____________________________________ 
 
____________________________________ ____________________________________ 
 
     ____________________________________ 
 
____________________________________ ____________________________________ 
 
     ____________________________________ 
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