October 25, 2010

Heart Sphere

· Check In

· JOYCE TIME

· Google Doc

· Put yes or no

· more specific titles

· Honorarium price

· come for dinner?

· Do the need housing?

· Address, E-mail

· Articles for Reader

· Organization

· Books they have written, book signing?

· Will they give a workshop?

· Extra

· Time of arrival

· Confirmation

· JOYCE SUGGESTIONS for Letter invitations

· Most negotiations in past years have been in phone calls,

· We could initially call because not everyone is into e-mail

· JOYCE SUGGESTION: Ask speaker how they would like to follow up?

· BCC emails to Joyce

· Letterhead for confirmation

· Winona LaDuke visit in December

· HOW TO CREATE A GOOGLE DOC

a. File-> Create New spreadsheet 

b. Then Copy formulas and data by right clicking

c. Change dates and information to our specific ideas

d. Save and Share (right side of page, enter emails)

· LETTER INVITATION PROCESS

· FOLLOW UP PROCESS

a. Follow up via phone. You got our email for the speaker series. are you still interested? do any of those dates work? we know you have been here before but this is a new set of students. we are a student group and our budget doesn’t allow for that much. Would you be willing to do it for $800? Honor that they are worth having. We have the option of paying you for the non-profit or as an individual. We need to have all the paperwork in line to pay you through the university (204- fill out as business or individual) Speakers usually stay at Babbling Brook Inn. Best to give them whole check in advance, NO REIMBURSTMENTS!

b. Payee Setup Paperwork: Tell them to fill out left for business or right for individual. WE WILL E-MAIL IT TO THEM AND THEY WILL FAX IT BACK!!! Joyce Sends this out.

c. Vendor Electronic Paperwork for Payment.

· HONORARIUMS

a. 204 form is first after confiration

b. Best thing to do is direct deposit (done via 204 form)

c. All money paperwork faxed to Joyce (can’t be done via e-mail)

d. Can pay through P.O that’s why we need 204 Form

· SPEAKER DECSIONS

Letter Personalization

Next Steps:

Look up Winona LaDuke and Joanna Macey 

