North Shore Business Forum – Confirmation of Speaker Schedule

To:

From:

Date:


We appreciate your interest in addressing members of the North Shore Business Forum (NSBF). This is to confirm the arrangements and to request that you complete the attached form and return it to me within one week (by __________________).

Date: 


Time:
7:30 a.m.

Place:
Acapulco’s Restaurant, 900 Cummings Center, Route 62, Beverly, MA
Title (tentative):  


About North Shore Business Forum 

NSBF is a group of entrepreneurs and small business owners and those working with small businesses. Its goal is to provide knowledge, support, and networking opportunities to members. Typically, 20 to 40 members attend twice a month (first and third Fridays) to contribute business tips and techniques about their marketplace and learn from others while enjoying breakfast. 


Meeting Format
The format is structured with NSBF members first introducing themselves and briefly describing their business and the types of individuals and organizations they serve. After all have given their 30-second “commercials,” a pre-selected member will speak for 5 minutes. 
Our host will then introduce our keynote speaker, who offers a 30-minute presentation, which includes 5-10 minutes for questions. We view this time as an informational session rather than a marketing pitch, thus giving our speakers some exposure by sharing their knowledge and expertise and increasing our members' awareness of resources in that area. We conclude our meeting at 8:30 a.m., permitting members and guests ample time to begin their business day early.

Publicity

NSBF sends out press releases to local newspapers and also publicizes its events through social media. We encourage you to share the information about your upcoming presentation with your own network, as the extra publicity is helpful. Please complete the enclosed form and return it to me within the next week so that NSBF can prepare a press release and add you to the speaker schedule on our website (www.nsbforum.org).

We ask that if you are unable to keep the scheduled engagement to please let us know as soon as possible.
Audiovisual

Please feel free to bring any audiovisual aids and handouts you wish to use your presentation. (NSBF has a screen available, and may be able to supply a projector with a week’s advance notice.) Please call me with any questions. In the meantime, we thank you for your participation and look forward to your presentation.
North Shore Business Forum Speaker Profile

Thank you for agreeing to speak to the North Shore Business Forum. 

Please complete this form and return it within one week (by ______) to: ____________________.
Several NSBF members are involved in scheduling and publicizing speakers, so we need this information early to ensure advance publicity.

	Presentation Date   

	Name   

	

	Street Address   

	City   
	Zip   

	Telephone   
	Fax

	Email: 


	Website:

	LinkedIn:

	Twitter:


	Facebook: 


	Topic   


	Title of presentation   



	Speaker’s background


	Brief description of presentation



