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CFS 40 Side Event Request Form


CFS 41 – Request to hold a Side Event
The email address for  CFS 41 Side Events and the Atrium Marketplace Exhibit is:  CFS-41-Side-Event@fao.org
CFS Side Events are listed in the CFS Side Events Calendar and included in the Side Event brochure.  These are produced in English only and posted on the CFS website

Criteria, Guidance and Conditions for CFS Side Events
· Side events must be relevant to food security and nutrition and the mandate of CFS 

· Priority will be given to Side Events that are co-organized by more than one of the CFS constituencies or other multi-stakeholder organizations

· The deadline for receiving requests for Side Event is 26 July 2014
· Side events should not be in parallel with CFS sessions

· Interpretation and room reservations are paid for by the organizer(s) of the side event but organized through the Secretariat

· In the event that the above are fulfilled, the final decision will be made by the CFS Chair in conjunction with the Secretariat
· Side Event organizers will be notified of the result of their request by 11 August 2014. 

Please provide as much information as possible:

1 What is the title of your side event? 
This will be used in the Side Events Timetable and Side Events Brochure

	


2
Please provide a brief abstract of your side event (max 100 words):

This will be used in the Side Events Brochure
	


3
Who is the main organizer of the Side Event?
This will be used in the Side Events Timetable and Side Events Brochure

	


4
Which other constituencies are co-organizing this Side Event?  
Priority will be given to Side Events that are co-organized by more than one of the CFS constituencies or other multi-stakeholder organizations

	National organizations/initiatives:

	Regional organizations/initiatives:

	UN bodies:

	Civil Society/NGOs:

	Agricultural research institutions:

	International Financial Institutions:

	The private sector/philanthropic foundations:

	Multi-stakeholder organizations:

	Other:


4
Number of Panelists


How many panelists will there be?
	


5
Names of Panelists


Please provide the names of the panelists who have confirmed their availability. 

Panelists will need a security pass to get into FAO if they are not CFS delegates.  Plastic name plate holders are provided in the Side Event room.  The organizer is responsible for printing nameplates ( a template for printing will be provided)-  and mounting them in the holder.
	


6
Presentations


Will you be using Powerpoint presentations?
A laptop and overhead projector is provided in the room.  Presentations should be brought to the Side Event room on a USB stick 15 minutes before the start.  A template for Powerpoint presentations will be provided.

	


7
Main language 
What is the main language of your side event?

	


8 
Interpretation

Interpretation is organized through the CFS Secretariat and paid for by the organizer.  The languages of the Side Event are listed in the Side Events Calendar and Side Events Brochure.


Would you like interpretation?  

	Yes
	
	No
	


If yes, please complete and return the Interpretation Request Form included with this package.
8
Refreshments

Refreshments are arranged by FAO catering services and paid for by the organizer.  No refreshments are allowed inside FAO meeting rooms.  Refreshments can be served outside the Iran Room and  in the corridor outside some meeting rooms. 

Are you planning to serve refreshments at your side event?

	


9
Side Event Flyer
There will be a shared table in the Atrium for flyers or brief background material directly related to side events.  
Will you produce a flyer or other publicity material for your Side Event? 

	Yes
	
	No
	


If yes, please bring the flyer to the Atrium on Friday 10th October between 14.30 – 16.00.

10
Atrium exhibit
Would you like a display table in the Atrium for material related to your Side Event?

	Yes
	
	No
	


If yes, please complete the “CFS 41 Request for Exhibit Space” included in this package. 

Email this completed form to CFS-41-Side-Event@fao.org by 26 July 2014.  If you would like interpretation, include the interpretation request form as well.
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