Kellogg School of Management

Speaker Logistics Guidelines

The Kellogg School provides 2 full-time staff members in the Corporate Relations Department to advise and coordinate corporate involvement in student clubs and conferences. They serve as liaisons between the companies and the Kellogg students and are knowledgeable on Kellogg’s complex relationships and history with corporate partners. The Corporate Relations Department approves all corporate solicitation plans for student-run events and activities.
If you are interested in soliciting a C-level or alumni speaker for your Club event, please contact your designated Corporate Relations Contact.  This information can be found on the club resources website at:  http://www.kellogg.northwestern.edu/corporate/connections/clubs.htm Please also consider the following:

1. Start early, securing a speaker takes time.  Begin solicitations 4-5 months before the event.
2. Please check the serial calendar for conflicts with other clubs 
3. It is important to be aware and respectful of potential speaker’s relationships with the Kellogg School.

4. 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 check the speakers’ database.

5. Be aware of speaker’s expectations.  It is important to have a large audience for a high level speaker.  We encourage partnering with another Kellogg club. 

6. 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.

Suggested Event Planning Steps:

· Send and or call to invite speaker 
· If you would like a letter to come from Dean Jain, please discuss with your Corporate Relations Contact

· Confirm the date, time, and topic with the speaker (please make sure that you are helping to drive the event content)

· Send confirmation letter requesting their bio for marketing purposes

· Make sure speaker needs are met including accessing their audio visual needs and providing them with detailed directions, etc.

· Reserve an appropriate size classroom with Student Affairs (491-4504)

Suggested Event Marketing Steps:

· Emailing students through the listserve
· Target interested groups (i.e. GIM trips, student clubs, KSA, faculty, etc.)

· Post on the Serial Calendar at https://www20.kellogg.northwestern.edu/calendar/  

· Place event posters on the bulletin boards 

· Announcement in The Merger
· If you are co-hosting with a student club, ask them to promote and announce in their meetings and correspondence to club members.

Speaker Logistics:

· Ensure that someone will greet the speaker upon his/her arrival.  We suggest exchanging cell phone numbers

· Let your Corporate Relations Contact know if the speaker has requested any meetings.

· Reserve overnight accommodations at the Allen Center if needed (467-7030)
· As a host, it is appropriate (if needed) to provide transportation for the speaker.  Please find taxi service information below
Best Taxi at (800) 334-9576 or (847) 864-2500


Flat rate to Evanston from O’Hare is $27 and from Midway is $40 (plus $1 for each additional passenger).

North Shore (800) 244-9200 or (847) 864-7500


Flat rate to Evanston from O’Hare is $23 and from Midway is $42 (plus $1 for each additional passenger).

Suggested Steps One Week to One Day Before Event:

· Reconfirm the room reservation with Student Affairs  
· Determine who will introduce the speaker, who will close the event, and who will escort the speaker from the room

· Do you want to give the speaker a packet of information on Kellogg?  If so, your Corporate Relations Contact can provide it for you
· Pick up a gift for the speaker at the Emporium

Suggested Steps for Day of Event:

· Make sure AV needs are in place and working 

· Does the speaker need a glass of water, podium, microphone, etc 

· Have people available to promote speaker to students 15-20 minutes prior to start of event

Day After the Event

· Send thank you letter to the speaker following the event

