[image: image1.png]Congresswoman
@ Rosa L. DeLauro

Press Release




CONGRESSWOMAN ROSA L. DELAURO

Washington, D.C. Event Logistics Sheet

Thank you so much for inviting Congresswoman DeLauro to attend your event. 

Please fill out the following information and email it to rosadc.schedule@mail.house.gov
Date of Event:       
Date by which you need Confirmation of Attendance:      
Name of Organization:      
Name of Event:       
Event Time (please specify preferred arrival time):       
Event Address and Location:       
*Are there specific directions or instructions for parking for the Congresswoman’s vehicle?

*Where appropriate, please specify a room number.
Event Contact and Cell Phone Number:       
Brief Event Description:       
Topic:       
Length of remarks:       
Please describe the room set-up:       
Microphone :  FORMDROPDOWN 
  Podium:  FORMDROPDOWN 

Name and title of the person doing the introduction:       
Composition of the Audience:       
Expected Number of Attendees:       
Is there any other information that would be useful for us to have? (E.g. speaker bios, event schedule, etc.)       
