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Kanawha Valley Board of REALTORS®
GUEST SPEAKER POLICY AND PROCEDURES
The Kanawha Valley Board of REALTORS® recognizes the value of guest speakers from inside and outside the organization. The KVBR encourage interested parties to submit proposals for speaking engagements to the board office for review by the Education Committee’s Guest Speaker Task Force.

Role of a Guest Speaker
The Guest Speaker’s presentation should provide the members of the KVBR with a learning experience in specialized knowledge and or skills. Content should be general in nature and NOT designed to promote a specific product or service. The material presented should be timely, relevant and meet the objectives set forth as stated in the completed Guest Speaker’s Proposal which must be completed and forwarded to the Education Committee Guest Speaker Task Force.
General Policies and Procedures

Guest Speakers must fill out the Guest Speaker Proposal Form available online or in the KVBR board office. The Education Committee’s Guest Speaker Task Force will review all submitted forms and pass recommendations on to the Education Committee. The Education Committee will vote to accept or reject the proposal.
To conserve costs the KVBR requests speakers to bring their own materials to approved speaking engagements. In the event the speaker requires materials, advance approval for reimbursement is required from the staff of the KVBR.

Guest Speakers are to be advised that photographs and or recordings might be taken and recorded during their speaking engagement. Speakers also agree that any photograph may be used at the discretion of the KVBR for the purpose of promoting the KVBR and its members.
Non-Affiliate members who wish to provide a presentation to KVBR membership or approved continuing education course will be required to pay $140.00 and become an affiliate member for the remainder of that year and will be billed for the next year, where at that time, they may choose to renew their affiliation.  Payment must be provided with application and will be refunded if proposal is not approved.
Guest speakers should be chosen for membership meetings such as stockholders, annual membership etc… by the education committee based upon strategic plan objectives.  These speakers will not be required to submit $140.00
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GUEST SPEAKER PROPOSAL

Name
:  ____________________________     Date:  _______________
Title:  ____________________________________________________
Company
___________________________________________________

Address
___________________________________________________



___________________________________________________

City __________________________ State ___________
Zip____________

Phone _______________ Cell__________________ Fax_______________

Email

___________________________________________________

Web URL
___________________________________________________
1) Biographical Data – Describe your area of expertise as it applies to the subject being presented to attendees.( Example- Education background, positions held )
_________________________________________________________________________

________________________________________________________________________
________________________________________________________________________

______________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________
2) Time Requested

Date _____________Time___________ Time Needed_________
3) Content – Describe the issue, data, reference materials, major points of your proposed presentation. What knowledge do you hope to pass on to attendees?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4) Supplemental Material – Handouts and other supplemental material serve to enhance the presentation. Will you be providing supplemental materials? What will the materials consist of?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5) Special Equipment – Will your presentation consist of any special equipment or needs?   ( Example – Electricity, internet access, computers, visual aide)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6) References – Please list any previous speaking engagements to the KVBR or two references that the KVBR may contact concerning your presentation.                                                         

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I understand that presentations given to members of the KVBR may be photographed and recorded. These photographs and or recordings may be used at the discretion of the KVBR for member and or public access for the purpose of promoting the KVBR and its members. Please sign and acknowledge that you have read and understand and agree to these terms.

Signature -                                                                                                                 Date -

