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DATE 
Dear SPEAKER,
Thank you for agreeing to serve as a speaker for the EVENT AND EVENT DATE. The location of this event is LOCATION. 
We are delighted that you will present information on the topic of “TOPIC”. We request that you please complete & return this enclosed Speaker Form ASAP, or by DATE. (Note: We will need this information to create a flyer to advertise the meeting.)
Please arrange to send to us the draft/final version of your presentation by DATE.  We load all meeting materials onto the presentation laptop in advance. Your topic should provide about 45-50 minutes for your subject and an additional 10-15 minutes for Q&A.  References for further learning are always appreciated. We usually make a copy of the presentation available to those attendees or to members as requested. All files should be made for a Windows O/S.
We ask that you do not include any proprietary subject matter. The Program Committee archives all presentations. Since the ASQ Detroit Section schedules speakers many months in advance, we must also plan for the rare instance when a scheduled speaker is suddenly unable to attend. For this reason, the Program Committee needs to have back-up presentations archived and substitute speakers ready to present existing material. If possible it is preferred that you provide a backup presenter (someone knowledgeable on your topic of discussion) from your organization. That would be the ideal. Alternatively, the Program Committee requests you grant permission for a member of the Program Committee to use your material should the need arise for a back-up presentation. 
In some occasions, we will also videotape the meeting. This may be archived for future viewing by members or made available upon request. If you do not want to grant us the rights to videotape the presentation you must send a notification in writing back to your speaker coordinator at least one month prior to the meeting. 

Submission of your file shall be interpreted as your agreement to this use by the Program Committee. We very much appreciate your support of this request!

Lastly, if you have a photo that you could send to add to the publicity advertisement, such as a standard “head shot,” that would be welcomed and encouraged! This is used on the flyer.
If you have any questions, please don’t hesitate to contact the October speaker coordinator, Elaine Throckmorton at elaine.throckmorton@gm.com or at 313-268-1625. Thank you again for agreeing to serve in this capacity.

Sincerely,

Speaker Information Form 2016
Email to: 

[  ]  Presenter

[  ]  Back-Up Speaker

	Name


	

	Title


	

	Company


	

	Address 1


	

	Address 2


	

	City, State, Zip


	

	Contact Info


	Work Desk Phone                       Email 

Work Cell Phone                
Personal Cell Phone

	Bio
	Text

Picture



	Topic

Abstract


	Title:  


	Backup

Speaker
	Name, Relationship & Contact Info.




Please provide us a backup speaker name and contact information in case you find that you can’t present as scheduled.  If it is close to the meeting date and no one is available please call 

Thank you!

Speaker Guidelines
Audience:

Approximately 40 – 60 members usually attend the Greater Detroit Section meetings.  The September Kickoff Meeting generally has around 100 – 125 people in attendance. Attendees are quality and process improvement specialists and come from all areas of manufacturing, service, healthcare, education, and government sectors.  They have a broad interest in quality tools, concepts, and methodologies.

Meeting Format:

Prior to the meeting, refreshments are available and most members will have a light meal between 5 – 6 pm.  At 6 pm, the meeting is called to order by the Professional Development Chair or an officer of the Greater Detroit Section. Various announcements and opportunities are shared with the members in attendance.  This generally takes about 15 minutes. The main speaker presentation will start at 6:15 pm. Special meetings may have different times so please confirm the times with your Speaker Coordinator.

Presentation Topics:

Topics must be related to quality of work processes, or professional development, as members receive recertification credits for attending.  Previous topics have ranged from Career Management, to Lean in Physician Offices, to Quality Deployment Function (QFD).  If you have a question about whether your topic is appropriate for the ASQ Greater Detroit Section meeting, please contact your Speaker Coordinator.

Presentation Format:

Most speakers use a PowerPoint presentation although this is not mandatory.  1-2 page handouts are welcome; contact the Speaker Coordinator if pre-printing of handouts is desired.  Presentations may include lectures, demonstrations, case studies, and interactive workshop-type exercises.  The length of the main presentation should be about 40-50 minutes.  If not allowed for during the session, please give the audience 10-15 minutes at the end to ask questions. A cover page that states that this presentation is made for the ASQ Greater Detroit Section should be the opening slide. We will provide a copy of the ASQ logo or suggested template if requested.

Vendor/Consultant Policy:

While it is recognized that many of our most valued speakers come from a vendor or consulting position, please do not present any marketing or solicitation materials during the presentation.  Afterwards, you may distribute business cards or brochures to interested members.

Submission Deadlines:
Please email the Speaker Information form to your Speaker Coordinator as soon as possible!  Please submit your Presentation at least ONE MONTH prior to the presentation date.  If you have any questions or concerns about these deadlines please contact your Speaker Coordinator 
Page 5 of 5

[image: image1.jpg]