HAA Speakers Bureau Program   2013–2014

HAA Speakers Bureau Program 2013–2014 http://alumni.harvard.edu/haa/clubs-sigs/programs/speakers
The Harvard Alumni Association’s Speakers Bureau program provides Harvard Clubs and SIGs nationwide with the opportunity to host distinguished members of the Harvard faculty and administration. Strong communication and interaction between alumni and the University are important to the HAA’s mission. The HAA Speakers Bureau creates a wonderful forum in which this can occur.

U.S. clubs and SIGs may request one faculty speaker per academic year. Speakers participating in this year’s program can be found online at http://alumni.harvard.edu/haa/clubs-sigs/programs/speakers.
The participating faculty and administrators are volunteers, and we are very grateful to these individuals for their support of this HAA program. They devote precious resources of time and energy to keep alumni connected to the rich intellectual life of the University, and they receive no honorarium for their efforts. Please keep in mind that each of the participating individuals has limited time and busy schedules. While it is not always possible to obtain your first choice speaker, the HAA will do its utmost to accommodate your requests and assist you in planning a successful event.

Please read through the guidelines and responsibilities outlined below. If you decide to host a Harvard speaker, please consult with your Club/SIG officers and submit the attached HAA Speakers Bureau Request Form per the appropriate deadline. If you have any questions or concerns about the HAA Speakers Bureau program, please contact Joslyn Evans at the Clubs and SIGs office at 800-654-6494 or 617-495-5732. 

Speakers Bureau: General Guidelines

1.
Speaker request forms must be submitted to the HAA by the following deadlines: August 23, 2013 for Fall 2013 events, and September 27, 2013 for Spring 2014 events. Please note that once the HAA contacts a faculty member for his/her availability, this is an actual invitation, not just an inquiry.  
2.
If a Club/SIG decides to contact a faculty speaker directly, please notify the HAA in advance and copy our office on all correspondence. If faculty speaking engagements are made without prior HAA approval, the event will not qualify as part of the HAA Speakers Bureau program.
3.
Clubs/SIGs must guarantee an audience of at least 40 guests for the event—and confirm this count to the HAA at least 10 days prior to the event. This minimum number ensures that faculty traveling for the program, as well as club volunteers planning the event, feel that their participation is valuable both to the club and to the University. Please explore every avenue of publicity for the event to ensure maximum attendance.

Club Responsibilities 

1.
HAA Speakers Bureau Request Form: Complete this form and identify one person to serve as the event contact person. This person is responsible for all dealings with the HAA and the faculty member, for arranging logistics for the faculty member, and should either serve as the host, or see that someone hosts the faculty member while in your city.

2.
Attendance: The Club/SIG is responsible for making sure that the program is well attended. A minimum of 40 attendees is required for a Speakers Bureau event. Please begin event announcements/marketing early.  Here are ways to market your HAA Speakers Bureau Event:

·  Save the Date emails or mailers
· Event web presence on your Club or SIG website 

· Telephone reminders
· Post your event on the HAA Facebook Page
Note: If your event is open to alumni in your area you can utilize the HAA Broadcast Email system, HAA eVENTS, and the HAA Twitter account.  Please contact Joslyn Evans for guidelines, format and deadlines for these services.
3.
Speaker arrangements: The Club/SIG is responsible for the faculty speaker’s hotel and meal expenses, as well as transportation to/from the local airport or train station. If the speaker is traveling to a club on the west coast, the faculty member may require two nights’ stay. Please make all hotel arrangements and confirm that the room has been paid for in advance. Advise both the faculty and the HAA when these arrangements have been confirmed. The Club/SIG is also responsible for any special needs the faculty member may have (e.g. audiovisual equipment, dietary concerns etc.).

4.
Communication: After the faculty member has accepted the Club/SIG’s invitation, the Club/SIG should send a confirmation letter either to the speaker, copying the HAA, or to Joslyn Evans with details of:

· Date and time agreed upon;

· Expected event attendance;

· Name and contact information for the person who will pick the speaker up from the airport/train station and for the event itself;

· Address of the event site
· Address of the hotel; and
· Dress code, event flow, if there will be an introduction, etc. 
5.
Hosting: As host of the speaker during his/her time in your city, the Club/SIG is responsible for making the trip both enjoyable and rewarding. Some ideas are as follows:

· Pick him/her up at the airport or train station;

· Drive him/her to and from the event;

· Pay for incidentals, such as drinks at a cash bar, etc.; and

· Consider inviting the faculty member’s local family and friends to the event.

6.
Thank you: After the event, please be sure to send a thank you note to the speaker on behalf of the Club/SIG. 

7.
Feedback: Fill out the Speakers Bureau Event Summary Survey provided by the HAA. This report is vital to the program’s overall success and the HAA’s ability to review speakers.  It is one of the only ways the HAA can measure the success of and improve on the program. 
Harvard Alumni Association Responsibilities

1.
Speaker invitations: After receiving the Club/SIG’s completed HAA Speakers Bureau Request Form, the HAA is responsible for securing a speaker for the Club/SIG.

2.
Speaker Travel: The HAA arranges and pays for coach class air travel to/from Boston, as well as transportation to/from Logan Airport.

3.
Bio, Title: & Abstract: The HAA provides the Club/SIG with the speaker’s biographical information and the title of his/her talk.

4.
Broadcast email: A few weeks in advance of the event, the HAA sends out a broadcast email on behalf of the Club/SIG to all alumni in the club area. Please send the preferred text and date you would like the email to be sent. (This email is in addition to the one broadcast email per Club/SIG allocated in accordance with the current Clubs and Shared Interest Groups Office broadcast email policy.)
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