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  Please complete at the conclusion of your lecture and  forward to Lorraine Torpy 
– lorraine.torpy@mcgill.ca
	Sponsoring Unit:




	Speaker:


	Date & Time:

	Title:


	Venue:

	Name & Title of the person submitting this report: (include telephone number and e-mail address)



	Lecturer and Audience Response: 

· Provide brief summary of lecture and audience response

· Please include attendance and any other information describing the success of the lecture 

· List and give a brief description of other activities organized around the lecturer's visit



	Media Coverage:
· Media coverage of lecture and/or related events (include copy of any articles published). 



	Advertising:   

· List of newspapers where ads were purchased with dates and a copy of the ad 
· Include a copy of the advertising poster 

· Other publicity (radio, flyers, etc.) 




	Revenues
	

	Other Sources/Units
	$

	Grant Received
	$

	
	

	Total Revenues
	$

	
	

	Expenses:
	

	
	

	Accommodation
	$

	Meals
	$

	Receptions
	$

	Transportation
	$

	Venue
	$

	A/V Equipment
	$

	Rentals – Other:
	$

	Publicity
	$

	Printing
	$

	Incidentals
	$

	Postage
	$

	Incidentals – 1)
	$

	                      2)
	$

	                      3)
	$

	Other:
	$

	
	

	Total Expenses
	$

	
	

	Balance
	$
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