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The Bermuda Chamber of Commerce Workshop Facilitator 
Description 

 
The Bermuda Chamber of Commerce is providing members with the opportunity to grow their 
business by showcasing expertise in their field by way of Lunch & Learn, half day and/or full day 
workshops.  
 
Why host a workshop. 

• Exposure to the 700+ strong Chamber membership 
• Showcase business products or services 
• Highlight employees as industry experts 
• Increase awareness of your business 
• Highlight your unique selling position 
• Create and build relations 
• List of potential business leads 
• Dedicated and engaged audience wanting to learn more about your product, industry or 

service 

Two	types	of	workshop/seminar	hosting:	
 
1) You, as a business, are looking for a space to hold your own workshop. 

 
Requirements: 

i) Request room rental  
ii) Confirmation of date and time in Chamber Boardroom 
iii) Pay for boardroom rental 

 
Terms  
In this format, the Chamber is not responsible for management or coordination of the workshop.  

• You are responsible for developing the topic, all promotion, setting registration fees, 
coordinating invitations, conÞrmations, catering and payments.  

• In accordance with the Boardroom rental agreement, the Chamber will (upon request): 
o Arrange room;  
o Provide restroom key, smart board, laptop, projector, ßip board and Wi-Fi access. 

 
 
2) The Chamber hosts the workshop, with you as a facilitator 

 
Requirements : 

i) Details of workshop/seminar topic 
ii) Signed facilitator agreement 
iii) Provide PDF copy of presentation and other handouts 
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Terms 
In this format, the Chamber will assist in the coordination and management of the workshop.  
 
The Chamber will:  

• Set rates  
• Promote via social media, Chamber Website and monthly newsletter ‘The Insider’ 
• Draft and distribute press release 
• Manage registration process  
• Provide Presenter with contact information of attendees 
• Coordinate catering  
• Collect payments  
• Arrange room 
• Provide restroom key, laptop, projector, flip board, Wi-Fi access. 

 
This equates to six (6) hours of Chamber Time. 
 
The facilitator is responsible for  

• Developing a workshop/seminar on the agreed topic,  
• Providing workshop summary, presenter biography, presenter photo/company image 

 
Checklist 
� Completed Application submitted at least two (2) weeks prior to requested date/s 
� Presenter Biography 
� Presenter photo/company image 
� Promotional materials for public promotion  

a. Press Release 
b. Social Media Images 
c. Online Links to relevant information 
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Workshop Facilitator Agreement  
 

This agreement is entered into between The Bermuda Chamber of Commerce and 
______________________________, an Independent Contractor(s), to host 

workshop(s)/seminar(s)/information session(s): Under the terms of this agreement the 
Independent Contractor will provide workshop(s)/seminar(s)/information session(s) on behalf of 

The Bermuda Chamber of Commerce . The date of the sessions must begin a minimum of two 
(2) weeks from the signing of this agreement.  

Company/Organization Name: ___________________________________________________ 

Name of Contractor(s): _________________________________________________________   

Contact Number:  ______________________ E-mail: _________________________________  

Requirements and Responsibilities  

In order for us to facilitate our workshops a minimum of 6 participants at least 3 business days 

in advance of the workshop.  In the event that we do not reach the minimum these workshops 
will be cancelled or rescheduled. 

The Contractor will provide The Bermuda Chamber of Commerce with: 

� Details of workshop/seminar topic 
� Signed facilitator agreement 
� Presenter Biography 
� Presenter photo/Company Image 
� Promotional materials for public promotion (if applicable)  

a. Press Release-Contractor to send Press Release to media outlets 
b. Social Media Images 
c. Online Links to relevant information 

 

The Bermuda Chamber of Commerce will: 

• Set the Rate 
• Promote via The Bermuda Chamber of 

CommerceÕs social media outlets 
• Promote via Chamber Website 
• Promote via The Insider 
• Manage registration process 
• Provide Presenter with contact 

information of attendees 
• Coordination of catering (if required) 

• Collect payment 
• Arrange the boardroom 
• Provide restroom key and access to the 

following: 
o Laptop  
o Projector 
o Flipboard  
o Smart board 
o Wi-Fi access (if required). 
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Workshop Title(s) :  

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________ 

Scheduled Date (s): 

• ___________________________ 

• ___________________________ 

• ___________________________ 

• ___________________________ 

• ___________________________ 

• ___________________________ 

• ___________________________ 

• ___________________________ 

Terms 

The Contractor understands and agrees that they will receive 75% of net proÞts for hosting each 
Lunch & Learn or Half Day Workshop. 

Cancellation : Either party may cancel this Lunch & Learn Facilitator  Agreement  without 
obligation to the other if cancellation is received in written form at least 3 business  days before 

scheduled date.  If, due to illness, accident, or other causes legally known as Acts of God, either 
party is forced to cancel the scheduled event, neither party shall be liable for any payment. 

This agreement may be amended only with the written consent of both parties. 

 

__________________________________________________________ Date: _____________ 

 

 

__________________________________________________________ Date: ____________ 

Tanya Cropley Minors - Bermuda Chamber of Commerce	

Facilitator	


