Frequently Asked Speaker Questions

· Who is my Corporate Relations Contact?
· Do I need to contact anyone at Kellogg before contacting a potential speaker? 

· Where can I get recommendations for potential speakers? 

· Does the Kellogg School have logistical guidelines to follow when inviting a speaker, including when I should begin?  At what point is it too late to invite a speaker to campus? 

· Does Kellogg pay speaker honorariums? 

· Does Kellogg pay for speakers' travel expenses? 

· Can I purchase a gift for the speaker?
Who is my Corporate Relations Contact?

Please see the corporate involvement resources website at http://www.kellogg.northwestern.edu/corporate/connections/clubs.htm
Do I need to contact anyone at Kellogg before contacting a potential speaker?

If you are interested in bringing a high-level speaker to the Kellogg School for your club, you will need to consider the points below and contact the appropriate Assistant Director of Corporate Relations for approval.

Additionally, please consider the following:

· Start early, securing a speaker takes time.  Begin Solicitations 4-5 months before the event.

· Be aware of speakers’ expectations.  It is important to have a large audience for a high level speaker.  We encourage partnering with another Kellogg club. 
· It is important to be aware and respectful of potential speakers’ relationships with the Kellogg School, past, present and future.

· In an effort to be respectful of a person’s time, we discourage inviting the same individuals to the Kellogg School year after year.  Please review the Speaker database, the largest and most comprehensive list of past speakers at Kellogg from the year 2000-present at: http://www.kellogg.northwestern.edu/student/gma/leadership/corpspeakerres.htm 

· Calendar conflicts will affect your event’s attendance. Please plan a date and time wisely. With all of the events happening at Kellogg every quarter, be conscious of possible content overlap. Please think quality over quantity.

· Would this person be a better fit for a conference? Conferences are a good venue for high-level speakers, as the additional programming and marketing/promotion efforts involved in a Kellogg conference ensures strong attendance numbers.

Where can I get recommendations for potential speakers?

Please look at the Potential Speakers List at: http://www.kellogg.northwestern.edu/student/ksa/leadership/corpspeakerres.htm
This is a list of individuals who have indicated interest in speaking opportunities at Kellogg or who have been funneled through different channels (Dean's Office, Development Office, Faculty) as potential strong speakers. Contact the appropriate Assistant Director of Corporate Relations if you have interest in contacting someone on this list.

Does the Kellogg School have logistical guidelines to follow when inviting a speaker, including when should I begin?
Please review the Speaker Logistics Guidelines at:

http://www.kellogg.northwestern.edu/student/ksa/leadership/corpspeakerres.htm
Additionally, it is important to note that Kellogg has a 6-week policy for inviting speakers to campus.  No speaker may be invited for an event less than six weeks before the date of the event.   
Does Kellogg pay speaker honorariums?

No, the Kellogg School does not pay speaker honorariums.

Does Kellogg pay for speakers’ travel expenses?

As a non-profit educational institution, the Kellogg School of Management does not reimburse airfare travel costs for conference speakers. Airfare flight reimbursement is not viewed as an appropriate use of donor money, nor is it seen as a necessity to an event’s overall success.  

As a good host for our conference speakers, Kellogg will provide ground transportation to and from the airport.

Kellogg has extended airfare accommodation in the past in very special cases, almost exclusively for travelers from other non-profit organizations. Students may petition for a waiver of this policy by submitting a request in writing to the appropriate Assistant Director of Corporate Relations. Take into consideration the points listed below, as to why a case deserves an exemption from the policy:
· The person is invaluable to the conference’s success
and
· The person has no local equivalent

· The person comes from a non-profit or government position

· The person is a Kellogg alumnus

· The person is a strong Kellogg supporter - examples

If no waiver is granted, any money spent on airfare will not be reimbursed.

Can I purchase a gift for a speaker?

A tangible or physical gift of reasonable value may be given to a speaker. As the Kellogg School is a non-profit, we must spend donor funds appropriately. We suggest promoting the Kellogg school by giving something from the Emporium, either a book authored by a faculty member or merchandise bearing the Kellogg logo (i.e. mug, sweatshirt).
