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[Date]
Dear [Presenter]:

Thank you for your generosity in agreeing to present to [Chapter]!  We are looking forward to your visit and are confident our members will receive great value from your presentation.

Please sign and return the enclosed Speaker Agreement form within 30 days.  The following logistical information is provided to make your trip to [Chapter] as smooth as possible:

Program:

· You will be speaking on Saturday, May 10, 2002 at the Westford Regency Inn in Westford, MA 219 Littleton Road (978) 692-8200.

· The entire program begins at 7:30am and ends at 3pm and includes lunch.

· Your program begins at 9:15am after our announcements and ends at 11:30am with a 15-minute break at 10:15am.

Travel Arrangements:

· Please make your own travel arrangements, coach class, to arrive at Boston’s Logan International Airport the Friday preceding your presentation.  We will reimburse you up to $500.  If your ticket exceeds this amount, please call me at 617-865-3934.

· Sometimes a Saturday night stay can help reduce the cost of airfare.  If this is the case, we will provide an additional night’s hotel for you.  Give 6 weeks notice please.

· For reimbursement for travel expenses please email, mail, or fax an invoice and copy of receipts to both our Treasurer and me.  Submit expenses by the 12th of the month for reimbursement at the end of the month.  Contact information for both is below.

	Treasurer

Name:
Email:
Fax: 

Address: 
	Program Chair

Name:
Email:
Fax: 

Address:


Lodging:

· We will make your hotel reservations at the Westford Inn for Friday night for you.

· We will reserve a king-size non-smoking room unless otherwise requested and send you the confirmation number.  Your room and tax will be directly billed to [Chapter].
Publicity and Newsletter:

· Please email your photo to [email] , color preferred/ black & white fine, in jpeg format.  Please format so the size is approximately 160 pixels high and 120 pixels wide, 100 kbytes or smaller.

· Please provide your program title and a 5-sentence teaser for our annual schedule of events.  Kindly email your description in the body of your email to me at [email] .  The deadline for receipt of this is [Date].  Although the earlier we receive it, the sooner we can publicize.

· Please provide up to a 250-word write-up of your presentation to be included in our monthly electronic newsletter.  Kindly email your description in the body of your email to me at [email] .  The deadline for receipt of this is [Date].

AV and Room Set-up Needs:

Enclosed is a form to clarify your audio/visual and room set-up requirements.  Please fax this information back to me at ###-###-#### by [Date]
Introduction and Handouts:

· Please email your introduction to me at [email] in advance to ensure you are introduced in the most effective manner.

· Please email your handouts to me at [email] by [Date] and we will have enough copies for everyone at the event.

Product Sales:

· While [Chapter] does not allow selling from the platform, we will be happy to mention your products during introduction and thank you remarks and make them available at the back of the room.

· We will provide sales support for you.

· Please email your product information to me including any forms at [email] in advance so that we can support your product sales.

· We also ask for a 20% donation of product sales to [Chapter].

Videotaping:

· If you would like to professionally capture your [Chapter] presentation to augment your video footage, we have a professional videographer who can be present.

· You retain all rights to the video.

· The video is broadcast quality, digital.

· One-camera and two-camera shoots available.

· Please email me at [email] to receive information about rates, packages, and reserving the service.

NSA New England Contact Information

· President:  



(###) ###-####
· Webmaster:  



(###) ###-####
· Program Chair:  



(###) ###-####
· Director:  



            (###) ###-####
We are delighted to welcome you to [chapter]!

Best,

[Name]

[Title]
[Chapter]
Enclosure:

Speaker Agreement Form

Speaker Agreement Form

I, ____________________________________________, have agreed to speak at the NSA New England meeting on Saturday, May 10, 2003.  I understand that I am to make my own flight arrangements, coach class, and that NSA New England will make hotel reservations and local transportation accommodations.  I understand that I will be reimbursed the cost of transportation, ideally not to exceed $500, to Boston’s Logan Airport and the cost of lodging will be billed directly to NSA New England.

I understand I am responsible for providing a 5-sentence teaser, a 250-word write-up of my presentation, jpeg photo sized, audio-visual and room set-up needs, an introduction, and electronic handout masters if used.  I also understand NSA New England allows me to sell products as long as I do not sell from the platform and I will make a 20% donation to NSA New England.

________________________________________  __________________________

Guest Speaker





Date

Program Title: 

Program Location: The Westford Regency Inn, Westford, MA 219 Littleton Road (978) 692-8200.

Speaker Contact Information

	Business:
	
	

	Cell:
	
	

	Fax:
	
	

	Email:
	
	

	Home (for emergency only!)
	
	


Audio Visual Needs
	
	Overhead Projector
	
	Display Table

	
	35 MM Slide Projector
	
	Hand-held Mic

	
	VCR and monitor
	
	Lapel Mic

	
	Flipchart & pens
	
	Lectern

	
	Tape Recorder/Player
	
	Other:


Room Setup

Classroom style unless otherwise requested.
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