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EVENT REQUEST FORM 
Please complete and return this completed form to: events@carbontrust.co.uk.  Please note we can not accept requests where:

· A form is submitted within 8 weeks of the event date 
· A form is not complete

· A financial commitment such as sponsorship or exhibition payment is required

· There is a requirement to support an awards programme 

	Event Title
	

	Event Date 
· Please state from – to if over more than one date 
	

	Event Overview
· Please provide 200 word summary of the event, stating key objectives and area of focus

· Please also attach an agenda if this is available
	

	Support required 
· If speaker please provide outline of the topic you would like us to speak on and the timing of the session

· Please provide details if you have a specific speaker in mind
	

	Are you seeking event funding?

· If yes, please state amount excluding VAT
	

	Target audience, please provide: 

· job titles

· sector breakdown of audience
· number of expected attendees 
	

	How are you marketing the event?

· Please include details of number of invitations being sent and which marketing channels you are using
	

	Event website 
· Please provide link to website here if you have one
	

	Event location 

· city/town

· venue and address
	

	Organiser and company contact details:

· Company name

· Main contact name 

· Main contact phone number

· Main contact email address
	


Disclaimer:  The Carbon Trust, may enter into preliminary or exploratory discussions with third parties regarding the Carbon Trust's potential involvement in proposed or actual events however this shall not constitute agreement by the Carbon Trust to be involved in such events in any capacity unless a Formal Event Agreement has been signed by the Carbon Trust and the Event Organiser.  Third party event organisers do not have permission to use the Carbon Trust brand, logo or the name of the Carbon Trust or its representatives in any circumstances in the absence of a Formal Event Agreement. 
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