SPEAKER PRESENTATION AGREEMENT

Chapter Information
GBTA
CHAPTER:  San Diego

CHAPTER					COMPANY:  American Express
CONTACT:  Toni Mecaro

PHONE NUMBER:  866-767-7662		FAX:  866-767-7662

BTA POSITION:  Director of Education		EMAIL ADDRESS:  Toni.M.Mecaro@aexp.com 
Please contact the above person anytime prior to your speaking engagement for additional information.


Speaker Information
SPEAKER:		PHONE NUMBER: 

FAX NUMBER:					EMAIL ADDRESS: 

COMPANY/SPEAKER
BUREAU: 

ADDRESS: 

CITY:  				STATE:				ZIP:

MEAL REQUIREMENTS (ex. Vegetarian):
Important:  Please forward a copy of your biography, as well as a description of your presentation as soon as possible.


Presentation Information	(Speaker:  Please complete any blank fields)
Seminar Day/Date:  

Property Name:					Phone:  

[bookmark: _GoBack]Address/Location: 

Presentation Topic/Name:  

Handouts provided?    Yes     No		Shipping prior?    Yes    No  To Whom:

Additional Comments
Time Schedule				Time		AV Equipment needed:  check all that apply

Room available for set up		11:00 AM	  Podium	  Microphone       Lavaliere

Registration				11:00 AM	  LCD Projector      Overhead Projector

Luncheon/Dinner			12:00 PM	  Laptop computer   Internet connection

Begin Presentation			12:30 PM	  Whiteboard      Screen   Other:
					

Travel Information  	(Speaker:  Please complete any blank fields)
Arrival date:	n/a			Airline/Flight #:			Time:

Departure date:	n/a			Airline/Flight #:			Time:

Please note:  Every effort will be made to accommodate your choice of airline, however as a non-profit organization, we are committed to use “soft-dollar” tickets whenever possible.

Transportation:								

  Hotel Shuttle

  Car Rental				Rental Company:

Pick up date:				Daily rate:			Size of Car:

Drop-off date:				Confirmation #:

Miscellaneous Information/Directions:



Fees	(Speaker:  Please complete any blank fields)
Speaker fees:	$			-or-    Complimentary

Airline ticket:	$	n/a		-or-    Comp by GBTA Chapter		  Comp by Speaker

Hotel:		$	n/a		-or-    Comp by GBTA Chapter		  Comp by Speaker

Ground Trans:	$			-or-    Comp by GBTA Chapter		  Comp by Speaker

Other:		$			Describe:

Check amount:	$			Make payable to:

Note:  Check will be distributed day of presentation unless otherwise noted.
Please provide invoice, if any, to GBTA chapter for the above amount at least 10 days prior to presentation. 

I have reviewed all the information contained within this agreement and find it to be accurate.

Please sign below and fax this agreement to your GBTA chapter contact at least 30 days prior to the presentation.


													
Speaker					Date		Chapter Representative			Date


Once fully completed, this document will be counter-signed by an GBTA chapter representative and returned to you.  The terms of this agreement are legal and binding.
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