2010 ROAD SCHOLAR REQUEST FORM

YOU MUST CONTACT THE SPEAKER OF YOUR CHOICE BEFORE FILLING OUT THIS FORM.

Sponsor Organization_____________________________________________________________________

Program Coordinator_____________________________________________________________________

Street Address____________________________________________________________________________

City / State / Zip ____________________________________________________County__________________

Phone Home ____________________________ Work _________________Cell________________________

E-mail__________________________________________________________Fax__________________________

Alternate Contact ____________________________________________ Phone _______________________

Speaker_____________________________________________________________________________________

Presentation Title____________________________________________________________________________

Date __________________________ Time __________________Location:_____________________________

Address (include city & zip code) _____________________________________________________________

Expected Size/Description of Audience: ______________________________________________________

_____________________________________________________________________________________________

Publicity– AHF asks that sponsors make a concerted effort to publicize Road Scholars programs. This can be accomplished many ways, including broadcast, e-mail and other electronic media; print media, including flyers and posters, newsletters, local newspapers and mailing campaigns, etc. How will your organization promote this event? Be specific. __________________________________________________________________________________________________________________________________________________________________________________________
Upon AHF confirmation of your request, several important materials will be sent to you.

In an effort to expedite the process and to minimize cost, AHF prefers to send these items via e-mail. If e-mail is not an option for you, please indicate so and the materials will be mailed to you.

Promotional Materials to aid you in publicizing your program:

  􀂉 Photo of speaker and AHF logo

  􀂉 Presenter biography sketch and program summary/introduction

Evaluation Forms to be completed and returned to AHF within 2 weeks of the program date:

  􀂉 Program Coordinator’s Evaluation Form

  􀂉 Audience Evaluation Form (please make the requisite number of copies)

Note: The coordinator and audience evaluations are necessary for AHF program assessment. Organizations failing to submit these forms to AHF may be denied future AHF Road Scholar program opportunities.

AHF will also:
  􀂉 Publicize the event on the AHF website and send press releases to your area newspapers.
Signature______________________________________________________________Date_________________

Mail or Fax at least 4 weeks in advance to:                        ALABAMA HUMANITIES FOUNDATION

                                                                                                 1100 Ireland Way, Suite 101

                                                                                                 Birmingham, AL 35205

                    205-558-3981

GUIDELINES AND PROCEDURES

Speakers are available from

January 1, 2010 through December 31, 2011 for the 2010-2011 bureau.

ORGANIZATION GUIDELINES:

􀂉 Speakers are available to any for profit or nonprofit organizations and public and private secondary schools for SUPER teacher In-Service Professional Development.

􀂉 For profit organizations may book a speaker for $300.00

􀂉 Non- Profit organizations may book one speaker per calendar year through AHF
􀂉 A contribution of $50.00 is requested from non-profit organizations when booking a speaker. The contribution should be sent in with the request. (These funds will be used to offset program expenses.) Organizations that are unable to remit the suggested contribution may apply for a waiver by contacting the Programs Coordinator at 205-558-3999.
*AHF OFFERS A LIMITED NUMBER OF FREE SPEAKER PROGRAMS ANNUALLY AND RESERVES THE RIGHT TO LIMIT THE NUMBER OF PROGRAMS PROVIDED TO THE SAME REGION IN A GIVEN YEAR.

Please reserve a minimum of one hour for the speaker’s presentation and up to two hours for a teacher in-service. If your organization plans a business meeting at the same time, we expect that you schedule the Road Scholar presentation first and inform the speaker at the time of your request.
Procedure:

1. Contact the speaker as early as possible to determine his/her availability and to make arrangements for time and place. Be sure to confirm audio/visual needs.

2. Complete and return the Request Form along with the contribution (payable to AHF) to AHF within 4 weeks of the program date. AHF will contact you to confirm your request. Please wait until you receive confirmation from AHF before you publicize your requested program! AHF will send promotional materials and evaluation forms (via email if possible). 
3. Promote the program using the materials sent to the organization.

4. Contact the speaker again at least one week before the event to review meeting details.

5. At the program, introduce the speaker, acknowledge AHF, and distribute the audience evaluation forms. Collect audience evaluation forms after the conclusion of the program.

6. Complete the Program Coordinator’s evaluation form and return it along with audience evaluation forms to AHF within 2 weeks of the program date.

ALL speakers bureau programs must be open to and free of charge to the general public with the exception of teacher in-services. School programs aimed primarily at students must be made available to school faculty and administrators, as well as students’ parents or other adult family.

The Alabama Humanities Foundation (AHF) is the state affiliate of the National Endowment for the Humanities and we fund and conduct programs that encourage dialogue on a variety of humanities topics from diverse points of view. The views and opinions expressed in this program

do not necessarily represent those of AHF or the National Endowment for the Humanities. AHF grants and AHF-conducted programs do not support direct social, political, or religious advocacy. It is a private, non-profit organization, and as such, the NEH, the State of Alabama, foundations, corporations, and individuals fund its programs.
