
 

 
 
 

 
Chapter Name: _____________________________________________________ 
 
Date of Meeting/Event: ______________________________________________ 
 
Location of Meeting/Event: ___________________________________________ 
 
Guest Speaker(s): ___________________________________________________ 
 
 
 
Summary of Meeting/Event: (Use space provided below. Generate additional pages if needed for  
workshop/symposium/conference coverage.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Photo Captions: (Only clear, high-quality, in-focus photographs [electronic & hard-copy] will be considered for publication. Electronic 
images must be 300 dpi, saved each separately as jpeg, tiff or EPS files. Please avoid duplicate subject matter in photos.) 
 
• Identify each person in photos by full name, using directionals (left to right, etc.).  • Assign a name/number to each photograph/electronic 
image to correspond with its written caption. 
 
 
 
 
 
 
 
 
 
 
 
 

(If using another form or method of submission, please be sure to include information outlined on this form.) 
Please make an electronic master copy of this form for future submissions, or obtain a clean copy from the ITEA 

web site at www.itea.org 
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city/state/country. If military, please include full name [first, MI, last], rank, branch 
of service, military organization, position title, city/state/country.) 


