How to Track Your CSP Using ACT and MS Word

By Laura Stack, MBA, CSP

1. Define your fields in ACT
· Select Edit, Define Fields

· Change “User” field names to include a minimum of “Fee,” “Location,” “Date,” and “Title,” since those fields are required by NSA but aren’t standard in ACT

· Use Tool, Design Layout, to move these fields around in your “User Fields” tab as necessary

2. Create the MS Word template

· In ACT, select File, New, Microsoft Word Template
· Create the form required by NSA for the CSP application, making sure to duplicate every field they require (email me if you want a copy of mine)

· Save this form under your “Templates” folder in your ACT directory

3. Create a record for each booking

· Load your client and booking information in ACT
· Select Write, Other Document, CSP Template
· The form will automatically fill itself in Word
· Save the form under NSA/CSP Application/(20xx)/YYMMDD.doc
4. Fill out your CSP application

· When you have completed the CSP requirements, print each form

· Complete additional requirements, and you’re done!  For complete information on the requirements, visit http://www.nsaspeaker.org/competencies/csp_requirements.shtml 

· To get an application, go to http://www.nsaspeaker.org/competencies/get_csp_app.shtml 

CSP Designation Requirements

NSA Membership Status
CSP applicants must have been a member of the National Speakers Association or one of the International Federation organizations for a minimum of 36 continuous months (three years) prior to application.

Client Service
CSP applicants must have served a minimum of 100 different clients in the five-year period represented in the CSP application. There is a box titled "Repeat Client" on the verification forms. A check mark should be placed in this box whenever the client has brought a speaker back for a return engagement on a different date. Applicants must submit a numbered list of these clients in chronological order.

Presentations
CSP applicants must have given a minimum of 250 fee-paid presentations in the five-year period represented on the application. At least 20 fee-paid presentations must be given within each 12-month period of the five years. The fees from these presentations must average a minimum annual gross speaking income of $50,000 for each of the five years represented on the application.

Example: Speaker gross annual fees 

Year 1 = $ 34,000
Year 2 = $ 45,000
Year 3 = $ 65,000
Year 4 = $ 69,000
Year 5 = $ 70,000

TOTAL = $283,000

The average gross speaking fee for each year is $56,600. Therefore, this example would meet the annual fee requirement. 

Fees cannot include consulting fees, travel expenses or revenue from the sale of books, tapes or products of any kind. If the fee is commissionable to bureaus, use the gross fee. If you are listing presentations given outside the United States, indicate the dollar conversion used on a separate sheet of paper. The conversion rate is based on daily rate tables as published on conversion web sites such as www.xe.com or www.oanda.com.
Note: There is no minimum fee that is to be charged for a presentation; however, all presentations submitted for this designation must be fee-paid. Applications submitted with fees much lower than those in the surrounding year will not be counted.

Please note the two different supporting forms for your use. They are: 

1. Form for Public Seminars

2. Form for Presentations other than Public Seminars
Using the appropriate supporting form(s), list the 250 presentations in chronological order by date of presentation and number them consecutively (1 through 250). Make sure at least 20 presentations are recorded in each 12- month period. All presentations must be submitted on the standard NSA form or a computer-generated form pre-approved by NSA headquarters.

If you choose to use your own computer-generated forms, these forms must contain all the information on the NSA forms, be clear and understandable and be faxed to NSA headquarters at (480) 968-0911 for pre-approval. Handwritten forms will not be considered. 

Testimonials
CSP applicants must submit a minimum of 20 testimonial letters from 20 different clients represented on the CSP application. The letters must be on your client's letterhead. Copies are acceptable. List the clients and the corresponding presentation number on the Testimonial Letters form. Attach copies of the letters to the form. Note: If testimonial letters are not in English, please provide a translation.

Professional Education
CSP applicants must have acquired a minimum of 32 credits of professional education within the six-year period represented on the application. Credits may be earned through the following options: 

1. Attendance at NSA Conventions, Workshops and Labs or Federation Conventions 

2. Chapter membership and/or 

3. Summarizing knowledge gained from NSA VOEs or meetings audio- and/or videocassettes. 

Option 1
· Attendance at NSA Conventions, Workshops and Labs

· NSA Convention, full registrant, eight credits

· NSA Workshop/Lab, full registrant, four credits

· NSA Convention/Workshop, daily registrant, two credits per day

· Federation Convention, full registrant, four credits (up to 16 a total of credits)

Option 2
Chapter Membership: Count one credit for each year, up to four credits. Members outside of North America may count two credits for each year, up to eight credits.

Option 3

Summarize knowledge gained from NSA VOEs or meetings audio- and/or videocassettes. Credit is earned by providing a written summary demonstrating knowledge gained from NSA VOEs or meetings audio- and/or videocassettes. The summary must tie in to one of the eight competencies and be submitted on the NSA cassette summary form included in the application. Two summaries for two cassettes equal one credit. You may submit up to a maximum of four summaries of four cassettes for two credits. Members outside of North America may earn up to six credits for 12 summaries of 12 cassettes. 

Eight Competencies
CSP applicants must attend the CSP Eight Competencies Session or listen to the Eight Competencies Audiocassettes during one of the five years represented on the CSP application. The Eight Competencies Session and the cassettes are designed to ensure that all CSPs are knowledgeable in professional awareness and ethics.

To meet this requirement, CSP applicants must include a copy of the signed certificate indicating attendance at the Eight Competencies Session or proof that the applicant has purchased and listened to the Eight Competencies Audiocassettes. The session will be presented annually at the National Convention. The cassettes are available through Convention Cassettes. To order the cassettes, call Convention Cassettes at 800-776-5454.

Professional Business Ethics Session:
CSP applicants must also attend the Professional Business Ethics Session or listen to the Professional Business Ethics Audiocassettes during one of the five years represented on the CSP application.

To meet this requirement, CSP applicants must include a copy of the signed certificate indicating attendance at the Professional Business Ethics Session or proof that the applicant has purchased and listened to the Professional Business Ethics Audiocassettes. This session will be presented annually at the National Convention. The cassettes are available through Convention Cassettes. To order the cassettes, call Convention Cassettes at 800-776-5454.

Performance Evaluations
CSP applicants must secure 20 completed Performance Evaluation Forms from clients served within the timeline represented on the application. The evaluation forms will be sent to the applicant in March. The forms will ask clients to rate the applicant on a 1-10 scale in the areas of preparation/ knowledge of the audience; delivery/platform ability; thoroughness and follow through; and ethical behavior/professionalism. Overall score for the combined 20 evaluations must be 7.5 or higher. 

NSA will send a Performance Evaluation Form to CSP applicants after they submit their completed CSP application. Applicants will then copy this form and send to their clients. The completed Performance Evaluation Forms are to be mailed directly from the client to NSA headquarters. Twenty completed Performance Evaluation Forms are due to NSA within three weeks after you receive the forms. (CSP applicants may call NSA at any time to verify the number of evaluations still outstanding and the names of clients who have submitted evaluations.) 

Promotional Material
Both CSP and CSP Candidate applications must be accompanied by one copy of printed, professionally-prepared promotional material. Promotional material can be a brochure or other piece that contains specific information about you, such as your qualifications, subjects, client services, testimonials, videos, books, quotations and summaries. 

Public Seminars
For both CSP and CSP Candidate applicants, if you sponsor or make presentations for public seminars, you must: 

1. Include the actual marketing brochure used to sell each individual seminar with your application. The brochure or promotional piece must list the date, location and your name. 

2. Indicate on the verification forms the number of paid attendees and the total gross and net dollars received from each presentation, if you personally promoted. 

3. Count each public seminar produced in different locations by the applicant, for which evidence of separate promotion is shown, toward the number of clients. 

4. Seminars presented in the same city count as a repeat client. 

Presentations other than Public Seminars

Name: Laura Stack




 
Page ______ of ______
Number:


Date of Presentation: April 5, 2003

Client (Name and Address)

Big Bucks Company

555 Colorado Blvd., Denver, CO  80202

Contact Person (Name and Phone) and Address if different

Jill Client

303-555-1212

Location of Presentation (City/State)

Denver, CO

Topic and Title of Presentation

Managing Time and Multiple Priorities

Fee Paid

$1.00

5:1




Repeat Client



New Client

Presentations other than Public Seminars

Name: Laura Stack




 
Page ______ of ______
Number:


Date of Presentation: [[Date]]

Client (Name and Address)

[[Company:25]]

[[Address:27]], [[Address 2:28]], [[City:30]], [[State:31]]  [[ZIP Code:32]]

Contact Person (Name and Phone) and Address if different

[[Contact:26]]

[[Phone:35]]

Location of Presentation (City/State)

[[Location]]

Topic and Title of Presentation

[[Pres Name]]

Fee Paid

[[Fee]]

5:1




Repeat Client



New Client
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Call me with questions, 303-471-7401 or email Laura@TheProductivityPro.com 


