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PRESENTER/SPEAKER OVERVIEW 

Committee Chairs or Session Chairs (for non-USAHA sessions) are responsible for determining the agenda for their respective session. 

Logistics
Kaylin Taylor kaylin@taylormadeeventco.com  will be in contact with you regarding specific meeting needs including room setup or audio/visual. A basic meeting setup will be provided (screen/projector/microphone/Wifi). Additional considerations can be discussed based on budget, feasibility, and need.  

Agendas
Please submit agendas to brichey@usaha.org as soon as possible.  Tentative versions are encouraged, to allow attendees to view well in advance and aid in making travel plans. Updates can be made to posted agendas as you have them. All agendas should be submitted no later than 4 weeks prior to meeting.

Travel Support
USAHA will provide complimentary registration to speakers that are not members of USAHA or otherwise not a regular attendee to the meeting. Chairs must request approval from the office, and speakers must complete the complimentary registration form. 
Committees may request a travel stipend for support in attending the meeting, in addition to complimentary registration.  Stipends are available on a limited basis and require justification and Executive Committee approval.   

Remote Presentations
USAHA permits remote presentations when necessary. While it is recommended to pursue all avenues for an in-person, presenter, use of remote technology can be a valuable substitute in times of budgetary or schedule limitations. 
Committees should not employ the use of these technologies for “open line” or general participation in meetings. 

Speaker Requirements
Speakers should work with the chair to provide necessary information regarding the committee needs, which may include biographies, presentations and summaries and scheduling.
USAHA encourages chairs to request a written summary from their speakers for inclusion in the proceedings.  Full narratives/papers are also welcomed.
USAHA has a speaker agreement template for use, if the chair so desires. 
USAHA will also make slide presentations available on the web site, at the request of the chair and agreement of presenter.




SPEAKER AGREEMENT TEMPLATE


Dear [Speaker’s Name]: 

Dr./Mr./Ms. _____________ (committee chairs) and I are delighted you will join us as a speaker for the _______________ Committee meeting on ______ (day), ____________ (date) in [City, State]. 

If your plans have changed and you are unable to join us, please let me and/or Dr./Mr./Ms. ____________ (committee chairs) know as soon as possible. 
  
To ensure a successful meeting, we are requesting the following: 

1. Please submit a summary of your presentation (as a MS Word compatible document) no later than [date] at 5:00 p.m.  Your summary will be used to complete our official committee report to USAHA/ AAVLD and will be included in the published proceedings.  Graphics are acceptable if submitted as pdf, jpg or included in MS Word document.  Please use table formatting for any charts.

2. Please submit a brief (3 – 5 sentences) narrative biography in “MS Word” to be used as your introduction prior to the presentation. 

3. Please list here if you have any special audio-visual needs, audio, internet/video streaming.   
____________________________________________________________________
____________________________________________________________________

4. If you would like your presentation to be pre-loaded on the a/v equipment prior to your arrival, please send the file no later than ___________(day), ___________ (date).  If you plan to bring your presentation to the meeting, please provide it on a flash drive so to facilitate quick transition between speakers. 

Do you approve your presentation to be shared and/or published online (in PDF format)?  ___ Yes   ____ No

This speaker agreement and all other materials may be returned /sent to ___________________ (email address).   If you have any questions, please feel free to contact me or ____________ (name of committee) Committee Chair ____________(name) at _____________ (email link) or ____________ (phone number).

 We look forward to seeing you in [City]!



Speaker signature ____________________________________________________

image1.jpeg
UNITED STATES ANIMAL HEALTH

ASSOCIATION





