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Activity Form
Guidelines
· This form is to be submitted electronically as a word document (not scanned or mailed).
· We will only be promoting activities on our website that are fully outlined in the activity form.

· We will endeavour to upload information as quickly as possible however during very busy periods this will take up to 3 working days, so the earlier you submit information the quicker it will appear on the website allowing your activity to receive more exposure.
· The deadline for submitting activity information is CoP Friday 27 January 2012.  We cannot commit to uploading activity information after this date.
· For the website description please stay within the maximum word count and write it in a style suitable for a public audience. Please use 11pt Arial font.  Do not use ‘we’, instead refer to your organisation by its name and in the third person.

e.g ABC training is hosting an event at the Memorial Park.  They are running classes for up to 10 people.
· Website description - if it’s a public event please include a contact name, phone number and web address so that people can contact you direct to reserve or book a place.
	Contact Name(s):
Job Titles:



	Organisation Name:


	Organisation Address:


	Tel No(s) Landline:                                                           Mobile:


	Email(s): 



Detailed Activity Description (300 words maximum)

Activity Description for apprenticeships.org.uk (100 words maximum) 
.
Are you planning to deliver any innovative experiences – visually interesting/creative for TV media – highlight details and contacts:
Date of activity (please add further activities below)
Start time 
End time
Venue address
For further activity information:

Speakers/Attendees
Do you require a NAS speaker at your event? YES / NO
Are you happy for your event to be put forward as a possible MP/ministerial opportunity?
YES / NO
Would you be happy to host an MP constituency visit?
YES / NO
If yes, please supply your MP’s name(s)
MEDIA

Are you planning to undertake PR around the event?   YES/NO
Will you be using a PR Agency? YES/NO     
If Yes please give details below
If No, please identify your main Apprenticeship Week PR contact:

Additional Information

Please attach any additional information you feel NAS would find useful for your activity.
For any additional information on National Apprenticeship Week please refer to the toolkit which can be found on www.apprenticeships.gov.uk 

Following receipt of your activity form you will receive an email acknowledgement.

Thanks for your participation.
Please send the activity form to:  theweek@apprenticeships.gov.uk  

