[COMPANY LOGO]


SPEAKING AGREEMENT ADDENDUM

The following sets forth recommendations for a successful event. If you have any questions please forward them well in advance. Thank you.

1. Room Set Up
We always suggest the smallest room possible. Not only does it save money, it adds intimacy. 
Theater style seating is preferred for groups of 15 or more. Otherwise, boardroom seating is preferred. Roundtables or classroom style seating is discouraged. 
I will always use a 3M Post-It Note flip chart (You can get one at Office Depot or Staples). I will bring my own markers. 
If we are reviewing the HR That Works website, high-speed computer access is required. I will always bring a back-up CDROM in case of any problems. You supply the laptop (with PowerPoint software) and the LCD projector. 
Handouts will be mailed to you two weeks before the workshop. We will work with you to design the cover. 
Please create name plaques (I use heavy cardstock) for all participants with their first names in big letters so I can call on them by first name. If you are strategically seating them have their name appear on both sides. 
I request a speaker stand. 
I suggest only water and ice tea. Sodas and sweets tend to make participants sleepy in the afternoon. If you are serving a lunch make it as healthy as possible. No pasta or other heavy carbohydrates. Chicken and salad are preferred.

Have pens and pads available. The hotel will generally provide these. 
It makes most sense for handouts to be spiral bound with only one side printed. Use heavy card stock for the cover or use a plastic cover. In my experience only print up enough for confirmed reservations. You can typically expect a 10-15% no show.

2. Planes, Trains, Hotels, etc.
Whenever possible I prefer to stay at the hotel where I speak. Otherwise my preference is a    [                                           ]. They tend to be less expensive and very accommodating to the business traveler. If I can get a flight out immediately after the workshop I will. If not client will be responsible for a second nights stay. 
I will book my flight on the least expensive airline where possible. You will be required to pay for my cab ride and/or airport parking, whichever is less expensive (typically no more than $60 roundtrip). Unless somebody is picking me up I will rent a car or take a cab depending on which is least expensive. 
Where possible I like to do dinner the night before the workshop. We will review your hopes and desires as well as any prospects you want me to pay special attention to. If we don’t go to dinner I will eat on my own and bill you for no more than $25.

3. Workshop Scheduling and Introduction

I like to start and end on time. If you are scheduling a breakfast, request participants come to workshop ½ hour early for registration and breakfast. 
My suggestion for scheduling is as follows:

8:30

Begin Building Powerful Employment Relationships session.

10 – 10:10

Break

11:40

End session

11:40

Rapid recall

11:55

Complete feedback form

Noon

End promptly

Here is my preferred introduction:

It is with great pleasure that I introduce [full name]. I first heard [first name] speak ______________. What he had to say had a profound impact on me and everyone else in attendance that day. So much so that we decided to invite him here today so our clients and future clients get to hear and benefit from his unique insights, strategies and tools.

I can tell you right now that he’ll be covering a great amount of powerful material today in a short period of time so get those pens and pads ready to go! And now, without further delay lets welcome … [full name]. (Clap your hands)
4. Workshop Marketing

The greatest challenge will always be filling the seats. Once they are there I will take care of the rest. Conceptually we want business leaders and HR executives present for the session. 
We have designed a flyer and direct mail piece. We have also created a CD, which I produced along with the voice of the insurance industry, Jack Burke. Jack has agreed to private label the CD for your agency. Cost to you is $1.50 each with a 250 minimum. You can contact Jack by calling (800) 451-8273​​​​​​​​​​​​​​​​​​​​​​​​​​​​ or e-mailing him at jack@soundmarketing.com.
If you want further assistance with marketing including use of direct mail and e-mail lists, contact _____________ at __________________.

Use existing clients to get prospects to the workshop. Offer an incentive such as a raffle drawing, Starbucks certificate, etc. Let prospects know that by attending they will be provided access to HR That Works (You don’t have to say how much access.)

If possible drive them to my website where they can see testimonials from CEOs and other executives nationwide. Then ask why they wouldn’t want to attend. Yes, you know their time is valuable and you guarantee it won’t be wasted.

Co-venture with a bank, CPA firm or other strategic partner to fill those seats. 
Invite your local employment law attorney to attend so we can get them in the Employer Advisors Network and further support the HR That Works program.

Bring as many of your own people to both sessions. The morning will allow you to create a common understanding at your agency. The afternoon will familiarize everyone with the benefits of the HR That Works program.

Follow-up with all attendees ASAP! Schedule appointments with all prospects so you can set them up on HR That Works. Go to their office to do it. Request that they also give you 20 minutes to further familiarize them with your services.

5. Miscellaneous Matters
I will be wearing a jacket and tie unless you don’t want me to. I will always dress and act professionally. 
I request a 16 oz bottled water.

CONCLUSION

Again, if you have any questions please don’t hesitate to e-mail me at [e-mail address] or call [phone number].

Telephone: (xxx) xxx-xxxx

Web Site: www.xxxxxx.com

Facsimile:  (xxx) xxx-xxxx

E-Mail: xxxxxx@xxxx.com
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