
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

mailto:jahnbnc@gmail.com


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)



Do we really need a Speakers Bureau?  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

▪ Identifying topics to present

▪ Preparing presentations

▪ Finding and scheduling speaking opportunities



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

▪ Vice President



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
▪ Location, 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



Finding

▪ Identify 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)

▪ Overview of basic presentations available



Example of Speakers Bureau Request Form



Create a checklist



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

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


