Guidelines for Guest Speakers

[bookmark: _GoBack]Thank you for your desire to serve as a guest speaker and agreeing to share your expertise and experience at a meeting of the Rotary Club of _______. We have you schedule for _________, 2019
Our members start to arrive about _____ __m.  Meetings usually begin at ______ and conclude at ____ __m.  You are our guest - so when you arrive, please let the club set up committee know you are the guest speaker and enjoy your FREE Lunch!   
The Rotarian who invited you will introduce you.  We do ask that you provide them with the introduction information you wish used, (well before the event date, if possible). 
The guest speaker is normally introduced about ____.  Club members expect our speakers to make a 20-25 minute presentation, followed by a few minutes of questions and answers.  If possible, we will adjust our starting time to allow for your needs. 
Please conclude your presentation by _____.  Many members must leave for work or other meetings.  You may stay after the meeting and meet with members that wish to stay longer with questions. 
Our club has __-__ members and guests in attendance at any given meeting.  Handouts for club members are always welcome.  However, there are no copy facilities in the meeting room so you will need to bring handouts if they are required for your presentation. 
The club does have a microphone, computer, screen and projector available. Please respond with your requested IT needs for the meeting.  Please feel free to bring your own equipment if you feel more comfortable with it. Your presentation must avoid overt sales.  Making a "sales pitch" or directly soliciting purchases or donations is not in the spirit of Rotary.  
Requests for donations from the club need to be made to the Board Chair in writing, as opposed to being solicited from the members during your presentation.  You can present a request to the Chair to be considered at the next regularly scheduled Board meeting. 
Please let the Rotarian who invited you know if you have specific needs and we will do our best to accommodate you. 
The meeting takes place at the _________ Street Address is_______________, City___________ 

THANK YOU.  We look forward to your visit and your presentation.

Program Chair
Cell # (____) ____-________ 
