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	PMI Madison/S. Central Wisconsin 
Policy #6.4 Speaker Agreement





PURPOSE OF THIS POLICY:

To provide guidelines for establishing contracts that is clear and consistent agreements between PMI Madison Chapter and Speaker.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
VP of Professional Development, President-Elect and VP of Governance and Policy
THIS POLICY APPLIES TO:

VP of Professional Development, PDD Project Manager and Speakers.

POLICY WORDING:
1. Speaker will acknowledge that he/she will act in the capacity of an independent contractor and not as an member of PMI Madison Chapter.  You will take all necessary steps to preserve and ensure this status.

2. Speaker will provide an electronic copy of presentation at least 2 weeks prior to the presentation that will be placed on our PMI Madison Chapter website.

3. If accident, illness or any other Act of God forces the speaker or PMI Madison Chapter to cancel the presentation then neither party shall be responsible for any payments.

4. The PMI Madison Chapter may, up to 30 days before the scheduled presentation, cancel or reschedule it without obligation.

5. Speaker should inform PMI Madison Chapter at least 2 weeks in advance for any request in changes to the presentation.
6. PMI Madison Chapter may provide one dinner on the night before or the night of the presentation up to $50. 

7. Speaker shall be responsible for making his/her own travel arrangements to/from Madison.  The speaker will assume the cost unless otherwise agreed upon in writing.  

8. PMI Madison Chapter should check if speaker is coming to Madison on multiple purposes. If yes, then request a split in the cost.  

9. PMI Madison Chapter must receive the invoice supported by receipts no later than 30 calendar days after the presentation or forfeit reimbursement of those expenses.

10. PMI Madison Chapter should inform speaker about no self-promotion and PMI guidelines.

11. All expenses must be cleared in advance through the Director of Programs or PDD PM as appropriate.

12. PMI Madison Chapter will confirm the venue and date information in the contract.

13. Survey results should be reviewed and scores checked for future considerations. 

a. A score below 4 (fair) is unfavorable and Speaker may or may not be considered for another PMI speaking engagement, to include PDD and Chapter Meetings, for a minimum of 2 years.

Specific to PDD speakers:

1. Keynote speaker and Keynote speaker budget will be determined,  approved by the Board a minimum of 60 days prior to the event.  

2. The PDD Program Manager will be provided a workshop speaker budget, predetermined by the Board with input from Finance.  Prior to finalizing workshop speakers,  Finance will review and compare with budget and give comments. The PDD Program Manager will provide a spreadsheet with speaker names, assigned workshops and associated fees.   All PDD speakers must have a contract. 

a.  Copies of contracts should be sent to President Elect upon signature.
3. PDD speakers should estimate their expenses and include that amount on the contract.  The speaker is paid for their fee and expenses at the PDD.  Payment and terms will be included in the contract.
4. Any special requests or accomodations needed such as sound checks, AV needs or other logistical needs should be addressed as part of speaker negotiations and outlined in the speaker contracts.  

5. PDD Speaker Team Lead can sign the contract if the amount is less than or equal to $2000. Contracts exceeding this amount must be signed by President-Elect.
Liability:
1. PMI Madison Chapter is not responsible or liable for any damages or loss of items incurred by the Speaker.
2. PMI Madison Chapter members will help / assist the Speaker in setting up the presentation items. In the event Speaker’s any item is damaged or lost PMI Madison Chapter or the PMI Madison Chapter members are not responsible and not liable to pay for any damages or losses incurred by the speaker.
3. No compensation is paid for any damages or loss of items incurred by the Speaker.
AUTHORITY:

· 2014 Policy Manual for PMI Chapters.

· PMI Madison S/Central WI Chapter Charter Agreement.

· PMI Global Guide to Organizing a PMI Chapter Conference 

SUPPORTING DOCUMENTS:

· Chapter Operations Handbook  

· Chapter Procurement Policy and processes

SPEAKER AGREEMENT LETTER TEMPLATES:
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	This policy was approved by majority Board vote on 07/25/2015.


REVISION HISTORY:
	Date
	Author
	Modifications

	11/5/2015
	ashok Diggavi
	Added a section on “Liability”.

	05/05/2018
	Ashok Diggavi
	Removed “VP of Finance” role that does not exist anymore.
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   PMI-Madison/South Central Wisconsin Chapter





PDD Year Speaker Expense Guidelines





Overnight Accommodations

Speaker will make reservations for a 1-bedroom hotel room for a maximum of 1 night (the evening of xx/xx/xxxx unless otherwise agreed upon with Speaker Committee.  PMI-Madison has a group block agreement with hotel name and address.   The Clarion is within one block of the venue and is connected by a covered walkway. 



Note: For calculating your honorarium/expense reimbursements assume a rate of $89.00/night + tax (total of $101.02).  The payment for the hotel is included in the Honorarium/Expense fee.



Meals

Continental Breakfast, Lunch and Snacks/Beverages will be provided by PMI-Madison the day of the conference. All other meals are the responsibility of the Speaker.  For out of town speakers, PMI-Madison will reimburse for their evening meal on xx/xx/xxxx up to a maximum of $30.  This will be included in the Honorarium/Expense Reimbursement fee.



Travel Expenses

The Speaker shall be responsible for making his/her own travel arrangements.  The following rules apply to Expense Reimbursement:



Round trip transportation between the Speaker’s departure point and Madison, WI shall be reimbursed by PMI-Madison subject to a maximum of $750.  The Speaker must make transportation reservations by month xx, xxxx. PMI-Madison will pay for (the equivalent of) the most economical round-trip airfare from the Speaker’s place of residence to the Conference site at the 21-day advance purchase rate, or if traveling by automobile, the Speaker shall be reimbursed at the rate of $0.565 per mile plus any necessary tolls. Please include this amount in the Honorarium/Expense Reimbursement fee.



Other reasonable and necessary expenses, including meals, tips, parking at the airport will be reimbursed by PMI-Madison, subject to a maximum sum of $185.  It is recommended that speakers who are flying into Dane County Regional Airport and are staying at the hotel name and address use the provided courtesy shuttle (hours of operation hours 7 am to 10 pm) requesting pick-up by dialing (xxx) xxx-xxxx.



The Speaker shall make every effort to secure a return flight on month xx, xxxx. Should an extra night be required due to flight unavailability, PMI-Madison will pay for a single room for month xx, xxxx at hotel name and address ($89/night + tax) and their evening meal on month xx, xxxx up to a maximum of $30. Please include this in the Honorarium/Expense Reimbursement fee.



Travel and transportation arrangements made outside of the guidelines stated above are the financial responsibility of the Speaker.  When the Speaker is traveling for multiple purposes, he/she is expected to split payment appropriately between PMI-Madison and other travel purposes.    



Other Expenses

Any exception to the above outlined expenses must be cleared in advance through the PDD Speaker Team Leader.
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   PMI-Madison/South Central Wisconsin Chapter





PDD Year Speaker Agreement Contract



This Professional Development Day year Speaker Agreement Contract is made between The Project Management Institute Madison/South Central Wisconsin Chapter (PMI-Madison) and Insert Name (Speaker).  



The Speaker is responsible for signing and returning this Agreement and all other forms as well as delivering presentation materials to PMI-Madison in the format and quantities specified in this document.  



Presentation Schedule

Topic:  Insert exact title of presentation

Date:  Day, Month, Day, Year from xx: xx to xx: xx

Venue:	Location name and address



Due Dates

The Speaker shall submit the following documents to PMI-Madison on or before the due dates indicated:

			

		Task

		Due Date



		Signed copy of this contract agreement (all pages) along with your bill for payment of Honorarium/Expense Reimbursement

		            xx/xx/xxxx  



		Workshop description, short bio and photo (If you submitted an RFP, you have provided the workshop description and short bio.)

		xx/xx/xxxx  



		Speaker Introduction

		xx/xx/xxxx  



		PDF version of presentation (for posting on web site for attendees) 

		xx/xx/xxxx  







Honorarium/Expense Reimbursement

As agreed, the Honorarium/Expense Reimbursement below will be paid by PMI-Madison for the presentation listed above.  The Honorarium/Expense Reimbursement shall be given to the Speaker on Month xx, xxxx at the PDD Year presentation.

		Honorarium

		$



		Expense Reimbursement

		



		Total

		







The Speaker acknowledges that he/she is an independent contractor and not an employee of PMI-Madison Chapter.  The Speaker agrees to provide PMI-Madison with the following: 



		Company Name

		



		Speaker Name

		



		SS/FEIN

		



		Address

		



		Cell Phone

		



		Email

		







Audio-Visual Equipment

Each conference room will include an LCD projector, a screen, a flip chart, markers, and a wireless lapel microphone.  High speed internet connections are NOT available in the conference rooms unless requested in advance.  Please indicate any other audiovisual requirements below. 

		

		Adapter for a Mac to LCD projector

		

		White Board and Markers



		

		HDMI adapter for a PC to LCD projector

		

		High Speed Internet



		

		Speakers

		

		Other:







Cancellation 

If registration is below our break-even level, PMI-Madison reserves the right to cancel events for Month xx, xxxx, on or before Month xx, xxxx.  In that event, PMI-Madison shall be responsible for the honorarium fee and expenses for Month xx, xxxx.



Conference materials

PMI-Madison chapter will not provide copies of handouts or course materials.  All presentations will be posted to the PDD year flash drive for the participants to access and must be received no later than Month xx, xxxx.  Earlier delivery is greatly appreciated.  

 

Self-promotion

The Speaker will not use the podium as a vehicle to sell products or services.  The Speaker may have occasion to make references to company-specific products or activities to the extent these are part of the natural flow of the presentation. In keeping with the PDD year speaker guidelines, such references, if any will be kept to a minimum.  



Indemnity statement

The Speaker agrees to indemnify and hold harmless PMI-Madison from any and all claims of third parties, of any nature whatsoever arising out of this Agreement, resulting from or arising out of any breach by the Speaker of Speaker obligations under this Agreement.



Complete Agreement

This Agreement constitutes the complete understanding of the parties and supersedes all prior Agreements with the parties relating to the presentation.  No amendment or waiver of any provision of this Agreement shall be valid unless in writing and signed by all parties hereto.  This agreement shall be governed by the laws of the State of Wisconsin with venue limited to Dane County in Wisconsin.



Agreed to and Accepted by:



		

		



		Madison Chapter-PMI Signature

		Speaker Signature



		XXX, PDD Speaker Team 

		



		Printed Name and Title

		Printed Name



		Xx/xx/xx

		



		Date

		Date









Return signed agreement to Gloria Green: GloriaKGreen@gmail.com

Or Gloria Green, 1102 Saalsaa Rd, Madison, WI 53711
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Speaker Agreement



This Speaker Agreement (Agreement) is made between The Project Management Institute Madison/South Central Wisconsin Chapter (PMI-Madison) and _____________ (Speaker).  



The Speaker is responsible for signing and returning this Agreement and other forms, and delivering presentation materials to PMI-Madison in the format and quantities specified in this document.  



Topic: _____________________________________________________________



Presentation Schedule

Date:	___________________________Ex: Tuesday, October 8, 2013

Speaking Time:   	___________________________Ex: 7:00pm to 8:00pm

Venue:	Address1____________________________________________ 
Address2____________________________________________
City, State, Zip________________________________________

		



Honorarium



Speaker agrees to deliver the presentation listed above to PMI-Madison. The PMI Madison/South Central WI chapter agrees to pay the speaker fee of $500.00.  



Meals



A dinner will be provided by PMI-Madison on the night of the presentation. (See below for the reimbursement of other meals.)



Travel Expenses



The Speaker shall be responsible for making his/her own travel arrangements.  The following rules apply to reimbursement of specific expenses:



· Round trip transportation between the Speaker’s departure point and Madison, WI shall be reimbursed by PMI-Madison subject to a maximum of $800.  PMI-Madison will pay for (the equivalent of) the most economical round-trip airfare from the Speaker’s place of residence to the Conference site at the 21-day advance purchase rate, or if traveling by automobile, the Speaker shall be reimbursed at the rate of $0.55 per mile plus any necessary tolls.



· Other reasonable and necessary expenses, including meals, tips, parking at the airport or at the hotel site, and taxi cab transportation will be reimbursed by PMI-Madison, subject to a maximum of $200.



Travel and transportation arrangements made outside of the guidelines stated above are the financial responsibility of the Speaker.  When the Speaker is traveling for multiple purposes, he/she is expected to split payment appropriately between PMI-Madison and other travel purposes.    



The Speaker will bill the PMI-Madison chapter for the balance of expenses. PMI-Madison must receive the invoice supported by receipts no later than 30 calendar days after the presentation or forfeit reimbursement of those expenses.


Other Expenses



Any exception to the above outlined expenses must be cleared in advance through the Programs Director.



Audio-Visual (please check all that apply)



As requested, the following equipment will be available for your presentation:
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 Laptop Computer

 LCD Projector

 Wireless Microphone

 Flipchart, paper, and markers

 Table for marketing material







Cancellation 

· [bookmark: _GoBack]If accident, illness or any other Act of God forces the speaker or PMI Madison Chapter to cancel the presentation then neither party shall be responsible for any payments.

· The Speaker should inform PMI-Madison’s Programs Director.  



Printed materials (please check one)



 The Speaker shall provide hard copies of any handouts and course materials.  PMI-Madison will confirm 3 days prior to the event the number of copies needed. 

 The Speaker shall provide a soft copy of his/her handouts; any hardcopies will be supplied by PMI-Madison.



The Speaker may include copyrighted materials as handouts provided that: 

a) He/she obtains written permission from the copyright holder, and 

b) He/she pays any permission fees.  If the handout materials are copyrighted by the Speaker or his/her company, a copyright mark shall be placed on each page for the Speaker’s protection.  

 

Self-promotion



The Speaker may not use the podium as a vehicle to sell products or services.  

The Speaker may have occasion to make references to company-specific products or activities to the extent these are part of the natural flow of the presentation. 




Complete Agreement



This Agreement constitutes the complete understanding of the parties and supersedes all prior Agreements with the parties relating to the presentation.  No amendment or waiver of any provision of this Agreement shall be valid unless in writing and signed by all parties hereto.  This agreement shall be governed by the laws of the State of Wisconsin with venue limited to Dane County in Wisconsin.





Agreed to and Accepted by:



______________________________		______________________  

[Kimberly Topel]					Date

PMI-Madison Programs Director









____________________________		______________________

Speaker’s Signature 	 			Date



____________________________		______________________

Speaker’s Full Name 	 			Speaker’s SS/Tax ID	



____________________________		______________________

Office Phone Number 				Cell Phone Number



____________________________

Email Address





Business Address (all on one line)





Scan and return signed Agreement to:

programs@pmi-madison.org



-OR-



Print and return signed Agreement to:

PMI-Madison

PO Box 5392

Madison, WI 53715



The e-mail address for any electronic corrrespondence and/or documents to PMI-Madison is programs@pmi-madison.org
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