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Thank you for agreeing to speak at our AGM & Study Day.   SHINE is a cross-sectoral network of health information professionals in Scotland and has been established for many years.    We have approximately 100 members. The majority work for NHS Scotland, but we also have members from Higher Education, the Voluntary Sector and personal members. 
Each Spring we hold an annual Study Day & AGM on popular topics. This is free to members and the audience can average from 35-50 delegates and we market outwith the network too. The venue rotates around Glasgow, Edinburgh and Aberdeen. Some members have to travel considerable distances to attend so the day starts later and ends earlier to accommodate travel needs. The CPD Group take on the role of organising this event together with other training events in consultation with the membership. 
SHINE is a voluntary group with limited funding. We charge a modest membership fee which covers the cost of the Study Day, the management of the Union List, and our website maintenance. Some speakers speak for free, some ask us to donate to a charity of their choice, and other speakers charge a fee which is agreed in advance. 

Speakers are requested to book their travel arrangements as early as possible to obtain the cheapest option, but the choice of travel is for the speaker to decide. SHINE will pay travel costs and an overnight stay in a hotel if required the night before including dinner. A range of hotels near the venue will be sent to the speaker but again we ask the speaker to book independently unless there is a discount available with our venue booking.  The speaker will be given the mobile phone number of the CPD Group contact. In the event of unforeseen circumstances we can be flexible eg. in. 2009 the ash cloud caused havoc with our planning but our London speaker managed to change her planned flight to Aberdeen to a train journey and SHINE were happy to pay for two night’s hotel accommodation.  After the event speakers are requested to invoice the SHINE Treasurer on the accompanying form together with their receipts. 
Your CPD Group contact will keep in touch as planning proceeds but you are also requested to provide in advance: 

· A short biography for our Chairperson by way of introduction

· A bibliography or reading list on your subject. We will make copies in advance for delegates.

· Inform us of your IT requirements
· Email a copy of your ppt. presentation and bring a copy on a memory stick.  If you are willing we will put your presentation and bibliography on our website after the event.
Your CPD group contact is:     ……………………………………………………….
