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This form should be completed and returned to the Admin Office by the requestor of the services.
	[bookmark: _GoBack]Name of Meetings
	AFI/FMG/3 and AFI/AS/I/TF/3 (Nairobi, Kenya, on 22-24 and 25-26 July 2013)

	Venue
	Conference Room 14

	Start Date / Time
	22/07/2013 9:00 AM
	End Date / Time
	26/07/2013 4:00 PM
	Requester Officer (s)
	Mr Prosper Zo’o Minto'o  - RO/CNS

	Expected Number of Participants
	35 (Thirty-five)

	Equipment Requirements

	#
	Description
	Required?
	Quantity

	1
	LCD Projector
	|X| YES    |   |_|NO
	1

	2
	Projector Screen
	|X| YES    |   |_|NO
	1

	3
	Laptop
	|X| YES    |   |_|NO
	1

	4
	Desktop CPU + Monitor
	|_| YES            XNO
	0

	5
	Laserjet Printer
	|_| YES            XNO
	0

	6
	Remote Control with Pointer
	|X| YES    |   |_|NO
	1



	Services Requirements

	#
	Description
	Duration (hrs)
	Quantity (No. of participants)

	1
	Internet Connectivity
	Yes (24 hrs)
	Wireless Internet Connectivity for 35 (thirty-five) participants

	2
	Telephone Conference
	NO
	0

	3
	Video Conference
	NO
	0

	4
	ICT Assistant Technical Support
	YES
	1

	

	CD / DVD Duplication  (Final content material for duplication to be provided three (3) working days in advance)

	
	Full Title of CD / DVD
	1 - Third Meeting of the AFI Frequency Management Group (AFI/FMG/3) (Nairobi, Kenya, 22-24 July 2013)
2 - Third meeting of AFI Aeronautical Surveillance Implementation Task Force (Nairobi, Kenya, 25-26 July 2013)

	
	Type of Content Materials 
	|X| Documents     |_| Video

	
	Quantity Required
	35

	
	Printing of Template and/or Title on CD/DVD Required?
	|X| YES        |   |_|NO

	
	Flip Charts?
	|_| YES        |   |X|NO




	Additional Requirements
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