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ORG NAME Symposium/Convention 2008 Speaker Agreement


This is an agreement between the Organization Name (ORG NAME) and Presenter Name to serve as a speaker at the Event in City, State.
SESSION INFORMATION

WS #: WS NAME
WS DAY and TIME
REIMBURSEMENT INFORMATION
Transportation:  ORG NAME agrees to fund one round trip coach airfare ticket.  If airfare exceeds $500, permission must be obtained from ORG NAME prior to purchasing the ticket.  If you choose to travel by automobile ORG NAME agrees to reimburse mileage at the standard IRS rate for the current year.  Although ORG NAME allows you the personal choice of travel (land vs. air) reimbursement for your travel is at the lower rate.  Please Note: Once your flight is booked any fees associated with changing your ticket are the speaker’s responsibility and may not by billed to the ORG NAME master account. 
Lodging: ORG NAME agrees to fund # nights at the single rate of a standard room, plus tax at a Convention hotel.  

Parking, Tolls etc: ORG NAME will reimburse the cost of an airport taxi/shuttle service and parking at the airport up to $100.00.  

Meals: ORG NAME agrees to fund #  days @ $30.00 per day for incurred food and beverage expenses.  
Registration Fees:  As a speaker you receive free registration and one complimentary banquet ticket.  However, if you plan to attend workshops, you must submit a registration form with payment for the appropriate workshop fees.  

Receiving Your Reimbursement: With the exception of airfare and registration fees ORG NAME operates on a reimbursement system to fund speakers.  To receive reimbursement you must submit an expense report with receipts via fax or mail by Due Date.  Forms will be available at the ORG NAME registration desk, if not included in your check in envelope.  Your cooperation in adhering to the 30-day time frame is appreciated. An expense report is required from everyone.

WORKSHOP HANDOUT MATERIAL

Deadline: Handouts are due by date.  Handouts are required for each workshop and must be reviewed by ORG NAME prior to their duplication and distribution at the convention.  

Handout Submission: All handouts must be submitted to ORG NAME in electronic format in one of 2 ways: 1) Via email to email address 2) Via Mail on CD to the ORG NAME address.
Formatting:  ORG NAME will provide a uniform cover sheet for each handout.  Please make sure to number the pages of your handout consecutively or identify the pages in some manner.  

Color:  Handouts are reproduced in black and white however ORG NAME will fund 1 page of color per speaker for a half day workshop and 2 pages of color per speaker for a full day workshop.  These color pages are intended for speakers to display their scientific images and are not intended for speakers to create a colorful cover sheet or add clip art to outlines etc.  If you plan to use more than the allotted pages for color you will be responsible for the additional costs.  When submitting your handout please identify in your email or via note with your supplied CD which page(s) you wish to have copied in color.

Copyright Material: Copyright material and material duplicated from publications are unacceptable as handouts.  Should copyright material be required, you must obtain written permission from the respective publisher and author.  Authorization letters must on file in the ORG NAME Office prior to duplication.  ORG NAME will not reproduce copyrighted material without appropriate release documentation.

On Site Handouts: It is the expectation of ORG NAME that as a speaker you will work to meet the Handout Submission Deadline however we realize things happen.  If you do not make the submission deadline of date, I will work with you to get copies of your handout made.  However if I do not have your handout prior to my departure for the Convention it is your responsibility to provide copies for your session(s).  ORG NAME does not have the capability to mass produce handouts onsite and therefore it will be your responsibility to utilize the business center or bring copies with you.  Upon arrival, deliver copies of your handout to the ORG NAME Workroom in the Convention Center for proper dissemination to attendees during the workshop. If the number of copies a speaker supplies is insufficient for the number of workshop attendees and ORG NAME makes copies for the speaker onsite a charge of $.05 per copy will be deducted from the speaker’s reimbursement request.  

ORG NAME POLICIES

Speaker Substitutions:  ORG NAME does not allow the substitution or addition of speakers to a workshop or seminar without the consent of the ORG NAME Meeting Manager, Aubrey Wanner or ORG NAME Convention Chair, Kim Simmons.  If a scenario arises causing the request of a substitute the speaker agrees to contact the Meeting Manager or Convention Chair as soon as possible to discuss a solution.

Speaker Cancellations:  If a speaker is forced to cancel the speaker agrees to contact the ORG NAME Meeting Manager, Aubrey Wanner or ORG NAME Convention Chair, Kim Simmons as soon as possible to discuss a solution.  The speaker agrees to assist ORG NAME in identifying and find a substitute for the workshop or seminar.  In addition the speaker agrees to provide their handout for use by the replacement speaker if needed.

Workshop Guests: Only registered ORG NAME attendees are permitted to attend workshops for which they have preregistered and paid.  ORG NAME does not allow guests to participate or observe sessions.  Speakers are not permitted to invite unregistered attendees to their workshops including representatives from their companies.
Workshop Recording:  By signing this agreement the speaker authorizes ORG NAME to record, duplicate, and offer for sale any portion of their participation in the 34th Annual ORG NAME S/C.  In addition the speaker waives any and all claims resulting from the recording, duplicating, and sales of the aforesaid.  

Product Endorsement: During activities of the Symposium/Convention, questions may arise concerning the quality of various commercially marketed products.  Speakers are encouraged to express their opinions, but should be cautious in that specific factual statements may give rise to claims of product disparagement or endorsement.  Speakers should not purport to represent the views of ORG NAME with respect to any commercially marketed product.

By signing below I agree to abide by the terms of this agreement.

____________________________________________________________________
Speaker Name




Date
