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Speaker Guidelines

ATD Houston Chapter
The purpose of these guidelines is to ensure speakers at all ATD events provide high quality information and training that is value-added for the participants.

Speakers

We are defining “speakers” as any individual or group who volunteers to provide information in the form of a presentation, at any of the regularly scheduled ATD Houston meetings.

Criteria for Speaker Conduct:

1. Your primary function is:

· Promotion of the training and development field or

· Development of professionals in the T&D field by providing high-value information or training.

2. You are expected to be a professional career person with specific information related to training and development or the development of T&D professionals.

3. Your presentation is to be informational and educational...not commercial in nature.

4. We strongly advise that you provide handouts to reinforce the transfer of knowledge. 

5. Your handouts may have your name, your organization, and contact information on them.

6. You are not to advertise upcoming fee-based seminars, fee-based training offerings, products, or services for hire in the course of your presentation.

7. We encourage you to forward the ATD Web announcement of your presentation to non-members of ATD that you know who would be interested.  However it is unacceptable to develop your own announcement to distribute or to distribute it to ATD members.  With the exception of the above, all email communications regarding any ATD Houston sponsored meeting are to be distributed through the Chapter’s Administrative Assistant.  Please note that email messages to our membership are limited to 3 per week total for all chapter-sponsored communications.

8. You are not to use the ATD logo on any printed or electronic document without prior permission from the Chapter.  The ATD logo may not appear with your company’s logo on any printed or electronic document without prior written permission from the Chapter. 

9. Unless previously approved by the Board of Directors, you will provide your services on a volunteer basis.

10. Suggestions:

· Attend a meeting prior to your speaking date to become familiar with the location, facilities and format of the meeting.

· Arrive 20 minutes before the meeting starts.  This allows you to interact with the people present, many of whom will be attending just to hear your topic.

· Should something occur that prevents you from speaking on your scheduled date, please notify your ATD contact person as soon as you are aware of the possibility.  Work with this ATD contact person to see if they can arrange to trade the date with another speaker for a later month.  If this is not possible, then we ask that you provide at least two names and contact information for individuals you think could replace you.

· Get in touch with your ATD contact if you need audio-visual equipment.  Standard AV will be provided for speakers by ATD.

I acknowledge that I have read and understand these guidelines.

Speaker_____________________________________________
    Date_________________
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