ASTD Greater Atlanta - Speaker Recognition Program
PURPOSE:   
We need a recognition program for our event speakers that reflects the sincere appreciation of chapter leadership and communicates the true value those presenters provide to our chapter members.
OVERVIEW:
The main goals of this program are to ensure a consistent approach toward recognizing the many presenters at chapter events and to apply a more appropriate use of the speaker gift funds that would sustain the chapter mission of ongoing professional development of our members.
These are some of the key objectives to accomplish with this program:
1) To have a speaker recognition process that includes:
a. A standardized letter of thanks from the chapter.
b. A standardized script for event hosts to use when presenting the letter and verbal recognition.
c. A process for event hosts to obtain the letters prior to the event.
2) To have a speaker recognition fund to support the ASTD Atlanta Learning Professional Scholarship Program. Here are fund details:
a. $25 is added to the fund in the name of the event speaker for each presentation at a chapter event.
b. A reporting and accounting process must be set up for speaker recognition program.
3) To raise awareness of the additional value speakers provide:
a. Communication\marketing plan
RESPONSIBILITY
The responsibility for this program falls under the responsibility of the chapter president.
THE PROCESS:
This process is designed to ensure a consistent approach in recognizing the many presenters at chapter events.   The goal is to reflect the chapter’s sincere appreciation and communicate the true value presenters provide to the chapter.  It will also instruct those involved in the recognition process, how to recognize an event presenter(s).

1. Determine correct spelling of the person’s name, title, the event, and event date. 

2. Go to the ASTD website, click on Resources and retrieve the chapter’s standardized letter of thanks and the standardized script to use when presenting the letter.  

3. Print the standardized letter of thanks on plain copy paper.

4. On the letter, fill in the person’s name, title, the event, and event date.  The Chapter President’s signature will already be on the letter.  Sign your name as the event’s host.

5. Notify the President Elect or VP of Finance (to be determined) that $25 needs to be added to the ASTD Greater Atlanta Learning Professional Scholarship Program in the name of the event presenter.  Provide the presenter’s name, the event, and event date.  President Elect or VP of Finance (to be determined) sets up the fund and the necessary accounting and reporting process and adds $25 to the scholarship program per presenter per event.

6. Present the standardized letter to the presenter and use the standardized script as your verbal recognition. 

7. Notify the VP Communication that a contribution has been made.  Provide the presenter’s name, title, the event, and event date.  VP Communication decides how best to publicize the contributions.
BUDGET:
A budget of $90.00 is required for printing of the letters which assumes 60 events per calendar year and the cost of each letter to be no more than $1.00 and the corresponding envelope to be $0.50.
SUPPORT \ OTHER: 
Communication Plan
In table at the end of this document
FAQs
1. will compile later…..
Letters
Letter templates are located within the leadership toolkit page under the resources link of the chapter website.
Script for the host
As part of this presentation, the presenter is receiving a formal letter of appreciation which contains information regarding a donation being made in their honor to the ASTD Atlanta Learning Professional Scholarship Program. The script below is to be used when you are recognizing a presenter at the conclusion of any ASTD-Atlanta event.
These scripts are provided as guidelines.  Feel free to make this script your own by customizing to match your presentation and speaking style.
“On behalf of the Greater Atlanta Chapter of ASTD, I want to thank (INSERT PRESENTER’S NAME)  for presenting to us [today or tonight] on (INSERT TOPIC).
To show our appreciation for your valuable time and expertise you have shared with us, we want to present you with a gift that is two-fold. First, I want to present you with this letter of recognition signed by our chapter president, [INSERT PRESIDENT’S NAME] (hold the letter up high enough so it is viewable by the audience, then continue on by saying). And second, as noted in the letter, we are making a donation in your honor to the ASTD Atlanta Learning Professional Scholarship Program. Once again (INSERT PRESENTER’S NAME), we are grateful to you.”
There are two options to go with this script, one to include reading the actual letter of recognition or two include a simple acknowledgement of the letter and its content.
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