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Overview:
This process has been created to review opportunities to host current and former heads of state, international ambassadors and senior religious leaders.  It has been created to ensure the strategic use of limited resources, to protect the reputation of the school, to enhance the student experience, and to help build a global brand for Kellogg.  As with all speaker invitations, pre approval is required.  

Proposal Process:
If you are interested in hosting an international dignitary on campus, please submit the following details to Jennifer Johnson jennifer-johnson@kellogg.northwestern.edu regarding the proposed guest prior to confirming any visit.  We recommend this process begin at least 3 months prior to the proposed event date.
· Biography of Individual – including accomplishments as well as controversies surrounding the public figure
· Overview of opportunity
· How the individual fits with Kellogg’s mission
· What unique expertise he/she can share with the Kellogg community
· How this opportunity will build the Kellogg brand globally 
· Connections you have with the individual or others who can facilitate the invitation
· Estimated budget 
· If you expect the school will be asked to cover travel expenses, please provide an explanation of the financial need and an estimated budget including:
· Hotel (typically up to two nights)
· Airfare (NU policy only allows coach fares)
· Ground transportation (to and from the airport)
· It is important to rationalize the budget with the time being allocated to Kellogg  (i.e. speaker is willing to give an hour long talk, but asking to cover expenses for multiple days)
· Proposed date and anticipated attendance
Review and Follow-Up:
The proposal will be reviewed by several departments, including the Office of the Dean.  Within one week of receipt, you will be notified if the proposed speaker is approved.
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