
Speaker briefing template
From Oly Newton, olynewton.com. Fill it in and send it to your speaker. Twenty minutes now saves a talk that misses.

Question Your answer

Event name, date and timings

Where the talk sits in the day (opening,
after lunch, closing)

Who's on before and after

Who's in the room: roles, seniority,
numbers

What's going on in the organisation right
now

Why you booked a speaker for this event

The mood in the room: cynical, tired,
nervous, excited?

Anything sensitive we should know (in
confidence)

Words, names or topics to avoid

Stories from your organisation we could
weave in

Your language: values, team names,
support programmes

The one thing you want people to do
differently afterwards

Where people can go for support

Trained first aiders or support staff on the
day

What staff have been told about the
session

Tech, Q&A, filming and dress code

Your main contact on the day, with mobile
number


