Tips to Finding the Right Speaker

Speaker selection is one of the most important elements in a successful meeting, but goodness, there are so many out there – meeting planners just don’t have the time to ensure it’s the right fit meeting the criteria for their meetings.  I have also seen, in these economic times, there are a lot of people that think they can be a speaker and charge high fees – how do you find a professional speaker that meets your C-level criteria for your meeting in your budget without being a daunting challenge.  Here are some tips that I hope will help you.

· Determine the Needs of Your Audience. Thorough knowledge of the needs of your group is essential.  Always be prepared with what you want your “takeaways” to be.  Who is the audience, i.e. men/women, level in organization, position, who spoke in the past that hit the mark.

· Establish Your Date, Time, & Budget.  Start looking for a speaker as soon as the date for your meeting is set.  Consider how much time you have to fill, where it falls in your program.  Factor in the fee you are willing or able to pay – this will narrow or broaden your search as well as help you in negotiations.  Does the speaker have another engagement in the same city – saving travel costs.  

· Identify the Type of Speaker Who will Best Match the Needs of Your Audience.  A celebrity may be a big draw, but a well-known name does not guarantee a professional presentation meeting your criteria.  High prices don’t always mean high quality.  Ensure you preview your speaker – resources they should have available to you – website, testimonials, video/DVD showcasing them in front of a live audience.  Do they have the skills necessary to communicate effectively to your audience and do they tailor their presentation to your group. 

· Locate Your Resources.  Personal referrals are a great way to narrow your search. You can then contact speaker personally allowing you more negotiating power if you are comfortable doing that.  Speakers bureaus locate and book speakers according to your specifications and needs, however they cannot negotiate fees.  Utilizing an agency will ensure they know their speakers strengths and match to your specific needs and can negotiate on your behalf ensuring they have addressed groups similar to yours.  

· Select Your Speaker.  Hire a professional and you’ll hire an ally.  Professional speakers understand that your reputation is riding on their performance.  Their experience with hundreds of audiences can add to your peace of mind and to the success of the event.  When selecting your speaker, consider that you are not only paying for the time the speaker is on the platform but also for the hours spent researching, preparing, and customizing the presentation.  Some speakers may negotiate their fees when they are doing more than one program for you or when they are allowed to sell their products.

· Get It In Writing.  You should have a letter of agreement or contract that clearly outlines the expectations of both you and the speaker.  Things to consider;  travel (be specific), fees, reimbursements, and payment terms, do you want the speaker to attend social events, may the speaker sell books/products, video-taping of performance, cancellation policies, a/v requirements, room setup, time of rehearsal, on-site contact, time of speech & length noting both day and time of week.

Work with your speaker or agent.  Share as much information as you have about the group and company.  Send your newsletter or anything that would include key people, buzz words or insider news and views. Stay on schedule which allows your audience to get the full impact of the programs you have created for them.  And ensure you evaluate the results.  This will allow you to gauge your results and plan for future programs.  Send copies to your speaker and if they do an outstanding job – send a testimonial.

As with any supplier to your organization, it’s all about partnering.  Everyone involved always want to ensure your success and support you every step of the way.

