ORBRC SPEAKER GUIDELINES

Thank you for agreeing to speak to Oak Ridge Breakfast Rotary Club. We appreciate your time, and we look forward to hearing your presentation. This document will provide you with specific information that will help ensure a successful presentation.

LOCATION/TIME – We meet at the Event Center, private meeting space co-located with the Flatwater Grill at 100 Melton Lake Peninsula in Oak Ridge. As you enter the MLP parking lot, our entrance is on the left, and there is a parking lot adjacent to the entrance. Dress is business/business casual.

Our doors open at 6:45 a.m. for coffee and muffins and to allow our members and guests time to talk with one another. Our buffet line opens shortly after 7 a.m., and our meeting begins promptly at 7:30. We want to introduce you no later than 7:55 (earlier, we hope!) and hope you will leave time for questions at the end of your presentation. OUR MEETINGS END PROMPTLY AT 8:15 so that our members can get to work.

PRESENTATION and AUDIO/VISUAL CAPABILITIES – We typically have 80-100 people seated at round tables in a rectangular-shaped room with a podium and a microphone (mounted on the podium; wireless so that you can move around if you’d like) at the mid-point on the long wall. 
There is a large screen at one end of the room, and we have a projection system with a laptop computer that can accommodate video or PowerPoint presentations; you may provide these on a flash drive or CD when you arrive. The projection system can be operated by remote control. Wireless internet access also is available (Comcast), but we cannot guarantee its performance. 

If you plan to use the equipment for your presentation, we ask that you arrive by 7 a.m. to give us adequate time to set up. (If you’d like to try a test run, it may be possible to set up a meeting at the facility the Monday or Tuesday before you speak. Call Karen Bridgeman at 463-0043 to make arrangements.)

PRESENTATION GUIDELINES – Varying points of view on diverse subjects are welcome at our meetings, but speakers are asked to avoid presentations that advance or promote a particular religious or political point of view, promote a specific business or its services, or would be offensive to any group.

Speakers may not solicit a financial or in-kind donation or request purchase of products or services. If you are representing a non-profit organization, you may suggest a partnership between your organizations and Oak Ridge Breakfast Rotary Club. We review requests for support and partnerships at the beginning of each calendar year; if you are interested in more information to be sure to inquire at the meeting. 

You can make membership or general brochures available to members (including those that provide the opportunity to contribute). Handouts should be approved by the Program Chair or President before they are distributed to Rotarians. You can email a copy to orbrc@comcast.net or fax it to 865-463-0045. 

You are welcome to invite interested members to talk with you after the meeting. Depending on the use of the facility after our meeting, however, it may not be possible to have extended discussions on site.

CONTACT INFORMATION – If you must cancel for any reason, please contact the person who invited you as soon as possible. If you get lost or have an emergency on the morning of your presentation, please call 865-813-4123 or 865-924-6742.
Thank you again for taking the time to enlighten, inspire, educate and/or entertain us. We appreciate it!
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