
EVENT SPEAKER CHECKLIST

SPEAKER NAME

SPEAKER ORG

TELEPHONE

"DAY OF" PHONE

FAX

EMAIL WEBSITE

CONTACT NAME & TITLE CONTACT EMAIL

CONTACT PHONE 1 CONTACT PHONE 2

PRESENTATION TITLE

PRESENTATION DATE PRESENTATION LENGTH

EVENT LOCATION

PRESENTATION 
OVERVIEW

SPEAKER CONFIRMED? IF CONFIRMED, DATE OF 
CONFIRMATION

REHEARSAL REQUESTED? DIETARY RESTRICTIONS?

INTERNAL POINT OF 
CONTACT

WHO WILL GREET 
SPEAKER?

IF GUEST LIST PROVIDED, 
INCLUDE GUEST NAMES

MAILING ADDRESS

P R E S E N T A T I O N

S P E A K E R     I N F O R M A T I O N 

NAME OF EQUIPMENT REQUIRED

T E C H N I C A L    S P E C I F I C A T I O N S

COMMENTS:  AVAILABLE IN-HOUSE, SPEAKER WILL PROVIDE, ETC. 

https://goo.gl/zXPBdM


DESCRIBE STAGING SET-
UP AND REQUIREMENTS

A/V POINT OF CONTACT A/V PHONE

A/V EMAIL ADDITIONAL STAFF

DESCRIBE ANY 
ADDITIONAL SET-UP 

REQUIREMENTS

DATE COMPLETED PARTY RESPONSIBLE

Schedule review

Presentation review

Accommodations review

Rehearsal schedule review

Logistics confirmed with speaker / speaker representation

Presentation title obtained

Presentation synopsis obtained

Speaker biography obtained

Speaker photo obtained

Transportation review

TASK

T A S K    C H E C K L I S T

A D D I T I O N A L    C O M M E N T S



DISCLAIMER 
 
Any articles, templates, or information provided by Smartsheet on the website are for 
reference only. While we strive to keep the information up to date and correct, we 
make no representations or warranties of any kind, express or implied, about the 
completeness, accuracy, reliability, suitability, or availability with respect to the website 
or the information, articles, templates, or related graphics contained on the website. 
Any reliance you place on such information is therefore strictly at your own risk. 
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