Speaker Policy 

(How NEBGH selects speakers)
· Speakers are chosen based on the agenda requirements. We build the meeting agenda, develop the content and then invite appropriate speakers, not vice versa. 

· At the request of NEBGH, speakers will submit bios, curriculum vitae, past presentations and/or a presentation proposal to be considered for a speaking role.

· The working committee must approve consideration of speakers or speaking opportunities.
· Preference for speaking opportunities is given to members of committee members involved in developing NEBGH agendas. 

· An NEBGH staff person and/or committee member must prescreen speakers.

· Employer speakers (VP, Directors, Managers of HR or Benefits & Medical Directors) are not reacquired to sponsor NEBGH events.   
· When necessary, NEBGH will cover travel and a small honorarium for employer speakers.

· Vendors that provide a speaker must consider sponsorship.  All things being equal, preference on speaking opportunities will be given to a vendor that is willing to sponsor and adhere to the speaker policy and guidelines.
· NEBGH does not cover travel or provide honoraria for a vendor speaker.

· NEBGH prefers employer speakers to vendor speakers at conferences and meetings.

· Unless specifically stated in an invitation to sponsor, a speaking opportunity is NOT a benefit of sponsorship. 
· NEBGH has the right to refuse any speaker or sponsorship opportunity - in-kind or financial - that appears to provide favoritism or endorsement of any specific company or product. 
Speaker Guidelines

Guidelines for Speakers at Northeast Business Group on Health Presentations

Thank you for agreeing to present for the Northeast Business Group on Health (NEBGH). There are a few things that we would like you to keep in mind:

· Audience: The target audience for all NEBGH programs is employers. Depending on the topic, employer audience will include representation by the human resource and benefits professionals and/or the medical director.  Representatives of various health care organizations round out the audience. The one exception is Breakfast Clubs for which attendance is limited to employers.

· Presentation Content:  NEBGH conferences and event are educational opportunities for employers. Do not use the meeting to sell, promote, or endorse products.  You may mention your product(s), but further promotion is prohibited.  Your purpose is to deliver knowledge, experiences, etc. for evaluation and direct application by the audience.  Speakers will have the opportunity to introduce their professional affiliations, but should not ask for or solicit sales.  

· PowerPoint Presentations: NEBGH has the right to review, provide feedback and request edits on speaker presentations. We ask that you send your presentation electronically at least one week in advance of the event.  Presentations are copied and distributed at conferences. Please let us know if your presentation cannot be distributed. 
· Bios:  A short bio for each speaker is included in the event’s program. Please send your bio two weeks before the event.
· Expenses: If NEBGH has agreed to reimburse you for your traveling expenses, please complete the provided Reimbursement Form within 60 days of the event. Speakers seeking reimbursement from NEBGH must contact NEBGH before they finalize their travel arrangements. Failure to do so will jeopardize their reimbursement. 
· Miscellaneous: In some situations, speakers can specify desired room layout or AV requirements. Speakers should identify equipment needs, e.g. overhead projector, flip chart, martinis, etc., which we will meet to the best of our ability. 
All speakers at an NEBGH conference or meeting are entitled to full complimentary attendance.

