IMPORTANCE OF A
SPEAKERS BUREAU




Presented by Judy Hills

President of Friends of the North Carolina Public Libraries

VP of Friends of the New Bern-Craven County Public Library

Maintains two nonprofit websites

Editor of four monthly newsletters and one bi-monthly newsletter

Former college adjunct faculty—taught business education

Taught grant writing, grant management, and other nonprofit courses

Former Executive Director of a quasi-governmental regional organization that
provides planning, aging program oversight, and other services to nine counties and
62 municipalities in central eastern North Carolina

= Contact info: jahnbnc@gmail.com
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What is a Speakers Bureau?

= Term for an organization that facilitates the searching and booking of speakers for
an event

= Nonprofits, service clubs and community groups are frequently looking for speakers
to enlighten their members at a meeting (e.g., Rotary, Lions, Civitan, Kiwanis)
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Do we really need a Speakers Bureaur What is purpose?

= YES!! Your Friends really do need a Speakers Bureau

= Purpose:
= Educate the community on the Friends and/or the Library
= Advocacy
= Motivate people to donate money or other tangible goods or services
= Explain special endeavors (e.g., permanent StoryWalk®, facility building campaign)
= Announce new programs or projects
= Recruit members/volunteers

= Damage control--counterbalance rumors, bad
press or community controversy (e.g., dumpster
full of books)




How do we organize a Friends’ Speakers Bureau?

Recruit willing and knowledgeable speakers

|dentifying topics to present

Preparing presentations

Finding and scheduling speaking opportunities
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Recruiting Speakers

General traits:
= Comfortable speaking to groups
= Experience speaking to groups
= Passion for topic more important than expertise

General knowledge of Friends
= President
= Vice President
= Membership Coordinator
= Longtime supporter

Intimate knowledge of topic
= Project Chair
= Program Chair
= Reading/Literacy

Sensitive topics
» President
= V\ice President
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Identifying Topics

General information on Friends:
= Mission
= Goals
= Project/programs
= Needs
= Collaborations
Advocacy:
= Funding

= Legislation
Funding for:

= Special project (e.g., permanent StoryWalk®)

= Program (e.g., Books for Babies)
Presentations to legislative bodies

= City council

= County Commissioners
Prepare a flyer of topics and post on your website




Preparing

= Confirm with organization
» |ocation, date and time of presentation
= Time allotted for presentation
» Size of room and limitations
= Number of projected attendees
= Type of presentation desired or doable (just speech vs PPT/multi-media)
» Topic to be presented
= Confirm that handouts are permitted
= Confirm any needed equipment they must provide (lectern, microphone, speakers, laptop, LCD projector, screen, TV, extension cords)

= Speech
» Prepare key points
» Practice timing and keep to time allotted
= Visuals—show photographs, use flip chart (need to be big enough for audience/room)
= Provide handouts (e.g., membership application, annual report highlights brochure, reading tips, book club information)

= PowerPoint
= Keep slides simple—don't read them
» Use lots of graphics and pictures
» Practice timing and keep to time allotted
» (Check that equipment is functioning properly and remember to bring everything needed
» Bring any handouts
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Finding

|dentify potential groups in your service area
= Service clubs (Rotary, Civitan, Lions, Kiwanis)
= Nonprofits with aligned missions (literacy, Smart Start)
= Trustees (library, regional library)
= Legislators (city, county)
= Churches
= Ask your members what groups they belong to
= Check with the local Chamber of Commerce
= Check with Welcome Wagon (if your community has one)
= Do an internet search

Make list of potential topics for each group
Make list of contact for each group
Make contact and coordinate speaking engagements (USPS, email or call)

Follow up with the organization after the presentation—send a Thank You note




Publicizing

= Create a Speakers Bureau Brochure
= Distribute through the Chamber of Commerce
= Distribute it through the Library
= Mail it to likely organizations
= Post it on your website

= Create a page on your website listing
= Details (what, why, who, when, where, how, length, cost, other requirements)
= Link to a form to request a speaker (online or pdf fillable/printable)
= Qverview of basic presentations available




Example of Speakers Bureau Request Form
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SPEAKERS BUREAU REQUEST FORM

Ovgan lzation:

Address of Event:

Ciny: State: Tipc

Phone: Fax:

E-mail:

Diste of 1 Event time:

Type of Event Planned: Size of Group:

Whao I8 the audience?

Ewent Location:

Directions:

Dress code: B Prof B Casual Casual Formal

Do you have a particu lar speaker in mind ?

Issues/Topics of

Dows your group have any special causes, concerns o guests that should be sddressed?

Should remarks be formal or conmversational ?

Torequest a Memphis Redbirds keynote speaker, please submit this compleed form. a fonmal witien reguest on
VOur GHANIZASON S Ipllerhead, And & Lax exempt keter i appheabls via fax of amal o



Create a checklist

The Essential

Presentation:
Venue:
CHECKLIST speakerhub
Every spaakes knows that proparation can make or broak a prosentabor Date/Time:
But gs b somethng ca Audience:
T kst w ) a bit "
Travel The Venue
D o 1 (O Visit venue or review Sloor plan and photos of room (w]
[0 Confirm equipment at venue
distance from the hotel
O Passportand airplane 0 Remote control for presentation
tickets [ Extension cord
) Online check-n and print [ Adapter 1o connect computer to beamer (a]
(mportant for MacBooks) (o]
boarding pass (¥ required)
O Public Wranspon schodule, O Wocal computer is required 1o use: (w)
e and losalen £ ) How it renders the prasentation layout
O Back up plan in case first [0 Make sure your Prezi / Keynote / etc. runs smoothly
transport choxce fads ) Video playback and sound system (u]
(O Confirm the internet at venue has a good connection
Communication Before
O Moble phone | charger (incl. adapler forthe the presentation o
destination countryfcontinent)
) Phone numbers of contacts at speaking venve O Astive at loast 2 hes before o
O Business cards the presentation time
) Brochures / Samples / Promotional materlal O Meet event organizer o
() Pens/Pencis 3 Meet stage technician
O Notepad / Postt Notes O Test presentation equipment o)
() Finaize paricipant numbers, ming and profile of the and run a sound check
final audience () Prepare speaking area o
() Send pre-avoice or deposit payment request (Ooctom, walking space,
) Check final agenda of the event fipchasts, elc ) o
Presentation i m"t g
(0 Written imtroduction for person presenting you e presentation
[ Your Twitter, Facebook, Linkedin, Youtube O Remind parscipants and
handlesichannel highlighted organizer about your
© Apssling woine socal meda presence
O Backup of presentaton ) Send publc version ofthe
O onemal presentation to the
O usas) onganizer for dstribution
) Arematve Slide applicaton (e.g. Prezi O Askforfeedback,
owvasted o POE) testemonial and referral
() Dropbox or Google Drive from organczer
[0 Hard copy of presentation sides / Alernative way ) Request event photos for
of presenting without sides (0.5, iPad offine) sockel media and persensl s
O Props (fany) websls
[0 Markers for fipchart | whiteboard O Send invoice
[ Evaluation forms for audience

Event Details

speaxerhub

Equipment
Laptop / charger (incl,
adapter for the
dastinaton
countryfcontinent)
Pad / Tablet charger
Timer
Voting gadget of other
spociased tochnical
equpment
Remote control of the
beamer

Personal

Notes

o speaking opportunitie

Speakers Burean Worksheet

Mame of crganizaton:

Date of scheduled presentation: Time:

Location:

Crganization’s contact name and number:
Proposed bength of presentation:

Brief descriptson of sudience:

Mumber of people scheduled to attend:

Seating and room arrangements (podiuny, head table, etc.):

Can you use visual aids (overheads, slides)? If yes, describe:

‘Can you disiribuie mformation, such as a Gt sheet?

Is this ready?

Other nobes:

HOW - PREPARE:
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Resources

= PE Tip Sheet No. 10 Forming and Utilizing a Speakers Bureau
http://www.fwea.org/docs/2PETipSheetNumber10.pdf

= How to Prepare: a Checklist for Great Talks
https://scottberkun.com/2011/speakers-checklist/

= Does Your Organization Need a Speakers’ Bureau?
https://www.snpo.org/redir/articles.php?id=1076

= What You Need to Know About a Speakers Bureau and How They Work
click here

= Example of a nonprofit Speakers Bureau (Mote Marine Lab & Aquarium)
https://mote.org/education/mote-speaker-bureau
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http://www.fwea.org/docs/2PETipSheetNumber10.pdf
https://scottberkun.com/2011/speakers-checklist/
https://www.snpo.org/redir/articles.php?id=1076
https://www.forbes.com/sites/johnhall/2018/11/30/what-you-need-to-know-about-a-speakers-bureau-and-how-they-work/?sh=99bf753b6225
https://mote.org/education/mote-speaker-bureau

“THERE ARE THREE THINGS TO AIM AT IN PUBLIC SPEAKING:
FIRST, TO GET INTO YOUR SUBJECT,
THEN TO GET YOUR SUBJECT INTO YOURSELF,
AND LASTLY, TO GET YOUR SUBJECT INTO THE
HEART OF YOUR AUDIENCE.”

ALEXANDER GREGG




