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( Please completes in BLOCK letters

	
|   |   |   |   |
|   |   |   |   |   |   |   |   |

	Staff full name
Phone ext.
SoA Number 

I would like to invite a special guest to give a lecture for
|   |   |   |   |   |   |
|         | / |   |   |   |   |

	Course code
Course Name 
Semester/Year


	· Purpose of invitation

· Schedule

· Date (dd/mm/yyyy) |__|__|__|__|__|__|__|__| 

· Time |____:____| to |____:____| 

· Location – Room : ____________________ Building : ________________________

· Topic of Lecture

· The details information of the guest

· Guest Full Name:


· Position:


· Company: 


· Contact Address:


· Telephone:

Fax:


· Other Information: 


· Remarks



	
|   |   |   |   |   |   |   |   |

	Staff signature
Date
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