
 

 

A Practical Guide to Booking Speakers Without the Stress 
By Diana Boulter 

Adapted from Executive Support Magazine, with permission from the author 

Being asked to find a keynote speaker or MC for your company’s annual conference can feel 
like a daunting extra task. But with a bit of prep and the right questions, choosing the right 
speaker can become one of the most rewarding parts of your event planning role. 
Here’s how to turn “just find a great speaker” into a smooth, professional process. 
 
Step 1: Know What You’re Looking For 
 
Start with clarity. What do you need this speaker to do? Be the main keynote? Lead a panel? 
Host the awards dinner? Each role may require a different style of speaker, so define 
expectations early. 
 
Also consider: 
• Audience size and type (internal staff? VIP clients?) 
• Event goals (Inspiration? Insight? Energy boost?) 
• Location and time (Is travel realistic?) 
• Budget (Include speaker fee, travel, and any special AV or green room needs) 
  
Step 2: Find the Right Speaker (Without the Headache) 
 
While you can do a direct online search, be cautious: some websites list speakers they’ve 
never worked with, or who aren’t even aware they’re being promoted. A speaker bureau can 
save time and reduce risk. 
Some bureaux act as agents; others as consultants. The best ones work directly with 
speakers and will match you based on your event’s needs, budget, and style. Bonus: their 
fees often come from the speaker’s side of the deal, not yours. 
Don’t forget to ask: 
• Are they comfortable speaking live, virtually, or both? 
• Will they allow recording or photos? 
• Can they tailor content to your audience? 
  
Step 3: Ask the Right Questions for Virtual or Hybrid 
 
Virtual events come with a unique checklist. 
Confirm: 
• Is the session live or pre-recorded? 
• What tech platform will you use? 
• Who handles tech backup? 
• Will you record it for reuse and is the speaker okay with that? 
 
Note: Some speakers dislike virtual formats. If they decline, it may be more about preference 
than availability. 
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Step 4: Treat Speakers Like VIPs (Because They Are) 
 
A polished experience backstage leads to a polished performance on stage. 
• Green room? Yes. They’ll want a quiet space before speaking. 
• Water, tech checks, itinerary? Confirm it all ahead of time. 
• Media requests? Get permission before lining up interviews or social posts. 
 
Avoid “celebrity surprises”: Some famous names come with long lists of rider demands. Be 
sure to read the contract fully. 
  
Step 5: Get the Details in Writing 
 
A clear contract prevents last-minute drama. It should outline: 
• Fee and payment terms (often in full, upfront) 
• Reimbursement for travel and lodging 
• What content and likeness you can use for promotion 
 
Most importantly: get everything in writing before the event is promoted. 
  
Final Thoughts 
 
You don’t need to be a talent agent to book a top-tier speaker. With preparation, thoughtful 
communication, and a little help from the pros, you can deliver a standout experience for 
your team and your speaker. 
 
And when it all comes together? You’ll have one more career highlight to add to your CV. 
  
 
 


