North Shore Business Forum

Acapulco’s, 900 Cummings Center, Route 62 East, Beverly
First and Third Fridays 7:30 – 8:30 a.m.


Dear ____________,

This is to confirm your engagement to speak at the North Shore Business forum on Friday, 

(date). The title of your presentation is _________________________________.
We start promptly at 7:30 a.m. and suggest you arrive by 7:15. We meet at Acapulco’s Restaurant, 900 Cummings Center, Route 62, Beverly, MA.
Attendance ranges from 20 to 40 people who are small business owners or aspirants or those who deal with small businesses. Some also work for larger companies. Coffee, tea, and a buffet breakfast are available before and during the meeting.

The meetings begin with each attendee introducing him or herself to the group and describing their business and potential customers/clients. After all have given their 30-second “commercials,” a pre-selected member will speak for 5 minutes. Following that speaker, our host will introduce you. Please bring a typed, brief (30-second) introduction of yourself to hand to the host when you arrive.  The host of the meeting may request that you e-mail your prepared brief introduction in advance.
Once introduced, you will have approximately 30 minutes for your presentation. (We end promptly at 8:30 a.m.). Since most speakers generate questions, we recommend you speak for 20 minutes and allow 10 minutes for questions.

Feel free to bring your own flipchart or any audiovisual equipment you need. (NSBF has a screen available, and may be able to supply a projector with a week’s advance notice.) Most speakers use handouts to augment their presentations.

You have been invited to speak because of your knowledge and expertise in your subject matter. Please view this engagement as an opportunity to provide us with useful information rather than a time to market your business.  

In order to generate the largest possible audience for your presentation, please share the information about your upcoming speaking engagement at the North Shore Business Forum with your own network—social media, Chambers of Commerce, service organizations such as Rotary and Kiwanis, etc.
Thank you very much for your interest in the North Shore Business Forum. We look forward to your presentation and hope that all will benefit from it.

Sincerely,

(sign your own name)

