
       Request for Speaker or Event           
                     City of Los Angeles Department of Transportation  
 
Please complete this form to request a Department representative speak or appear at an event.  

 
Date of Request:  ____________________  Date of Event ________________________ 
 
Event Title:    ____________________________________________________________ 
 
Location:  ______________________ Fundraiser?  _______________________ 
 
Purpose:  ____________________________________________________________ 
 
Start Time:   ______________________ End Time:  _______________________ 
 
Order of events: 

First -   ______________________   Second - _____________________________ 
 
Third - ______________________   Last -       _____________________________ 

 
Speaker Presentation Length?   ________ Are questions/answers included? _______ 
 
Estimated Audience Size?         ________    (Department handouts available) 
 
Demographics? _______________________________________________________ 
(type of group(s) attending, i.e.: homeowners, business people, engineers, students) 
 
Other elected/appointed officials attending? ____ If yes, who? _______________________ 
     
Suggested Topic(s)? ________________________________________________________ 
 
What audio-visual support will be available? Circle all applicable item(s) below:  Projector 

 Screen  Laptop  DVD player 
 
Menu selections/meal cost (if any)? ____________________________________________ 
 
Is parking available?              Yes or No: ______    If yes, is it reserved parking? _________ 
 
Will media be present?           Yes or No: ______   If yes, who? ______________________ 
 
If requested speaker isn’t available, do you desire a substitute representative?  _________ 
 
Contact Person: 

Name -   _____________________   Phone/Cell - _________________________ 
 
Email - ______________________   Address - ___________________________ 

 
Best time to speak with contact person? _______________________________________  
 

Public Information Office 
Department of Transportation  City of Los Angeles 

100 S. Main St., 10th Floor, Mail Stop #725, Los Angeles, CA 90012 
Phone: 213-972-8406 Fax: 213-972-8410 

 


