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What to Look for When 
Booking a Speaker

Expertise - The key question you need to ask yourself is- what makes this 
speaker an expert? Be sure to review their bio thoroughly as well as any 
thought leadership pieces that may have been sent along.

Industry Experience - This may or may not be a priority for your group, 
but some chapters respond especially well to experts in the field who 
either have event experience or have a history teaching the event industry 
specifically. If this is a priority, review his or her bio early to get a feel for 
how extensive their experience is in the event and hospitality industry itself.
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Experience - Request a list of more recent speaking engagements, 
especially examples of groups that may be similar.

Topics - When requesting topics, ask for topic titles, descriptions and 
key takeaways. Ask how much flexibility the speaker may have in adapting 
the topic to the audience and if he or she has recommendations for this 
particular group.

Speaking samples - Ideally, the speaker will be able to provide 1-2 video 
examples of themselves speaking in front of a crowd. If they are newer to 
speaking, see if they have webinar recordings or podcast interviews so 
you can get a better feel for their tone, expertise and personality

Exclusivity to Region - Find out if he or she has booked any 
other speaking engagements with similar groups in this region. 
Ask also for their thoughts on offering exclusivity to the region. 

References/Testimonials - Speakers should be ready and 
willing to provide references (name/phone number/email) 
from those who have hired them previously. Likewise, if you 
request, they can provide testimonials from previous program/
conference chairs, as well as attendees.

https://www.youtube.com/watch?v=4DU1Th7HUJ4

https://www.youtube.com/watch?v=4DU1Th7HUJ4
https://www.youtube.com/watch?v=4DU1Th7HUJ4
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Best Practices for Working 
with a Professional Speaker

Have a professional, legal contract in place to outline all expectations, 
deliverables and a payment schedule.

Share as much about the group that you can in advance with the speaker, 
including a breakdown of their industries, as well as how many are 
entrepreneurs versus those that work for a company.

First Steps
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Finalize a title, topic description and takeaways early so you can readily 
promote and ensure you’re both on the same page about the direction 
of the talk.

Ask for audiovisual requirements from the onset to ensure you have 
everything in place.

Send along the group’s social media handles so the speaker can see 
what the group has been up to, their priorities as an organization and 
how they communicate with one another.

Collect all necessary material upon booking in order to promote 
early and often-in particular, their headshot, logo, bio, and final topic 
title, description and takeaways.
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See if the speaker is available and willing to do a brief (5-7 minute) FB Live 
interview for the chapter’s page where they can give a bit of a background 
on themselves and a sneak preview for their upcoming talk.

Ask if they are willing to film a brief video to share their enthusiasm for 
coming and offering a brief glimpse into the presentation.

Consider a VIP event prior to the meeting itself- where sponsors and others 
with VIP tickets can engage with the speaker.

If you have a Facebook group for the chapter, see if the speaker is willing to 
have a brief Q+A after the talk on a thread.

Encourage the speaker to attend the reception prior to the meeting itself so 
he and she can meet attendees. Offer to pair one of the Board members with 
the speaker to help make introductions.

Top tips for maximizing a 
professional speaker event
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Best Practices for Working 
with a Professional Speaker

Request a brief call (1) week prior to the talk with the speaker to 
run through the agenda, the travel arrangements and to address 
any questions or concerns.

Give the speaker the cell phone of the main contact should they 
need to get in touch quickly. Be sure to have the speaker’s cell 
phone on hand as well. 

Collect the speaker’s travel information, including flight number, 
hotel confirmation number and details of transportation to and 
from the airport, if applicable.

Walk through the specifics around the timing of the presentation 
itself, especially if navigating a meal.

Just Prior to the Event

Tip: If the speaker has 
to present during the 
meal, see if they can 
start during the entrée. 
Have the dessert preset, 
requesting service be 
held until the end to avoid 
it becoming too noisy.

Finalize the speaker introduction, 
making sure you have the most 
current copy on hand.
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Ensure the speaker is clear on the 
agenda for the event so he or she can 
maximize their time with the group.

Tip: Keep speaker 
introductions to 2-3 
brief paragraphs
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Best Practices for Working 
with a Professional Speaker 

Final Steps

This Resource has been provided to the Foundation of 
NACE by Wedding Industry Speakers

Survey attendees to gauge the success of the speaker 
and presentation, along with the other components of 
the event

Ask the speaker for feedback, to help determine 
strengths of your process, as well as opportunities for 
improvement 

Share event photos with the speaker, along with the 
photography credit, in hopes they’ll promote as well 


