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POD PROCEDURE – SPEAKER LIAISON

1) Identify potential speakers at least two months prior to your POD’s month.  If you need suggestions you can contact John Scace.  Be clear about who will make the contacts.
2) Contact potential speakers at least two months before you want them to speak.  Be sure to find out what they will talk about, ask for a bio and check for their need for AV equipment.  Be sure to let them know that they will have 20 minutes (including questions) when they speak.  Let them know what time, where to be and where to park.  Tell them you will reconfirm with them a few days before they are to speak.
3) Be sure to confirm with the speaker a few days before they are scheduled to speak.  No shows are embarrassing to all.
4) Make sure that you have a certificate prepared to use to thank the speaker.  The certificates are printed by Paul Walman. Please have your list of speakers to Paul a month in advance so all certificates will be printed and given to the POD Leader.  Paul Walman will get the printed certificate to the POD Leader in advance or on the morning of the meeting.
5) Be in the room by 6:50 a.m. to greet and accompany the speaker and assist them with any setup.  Make a couple of introductions to nearby club members and offer juice and/or coffee.
6) Let Mark Grossman know beforehand of any need for a screen or any other AV equipment (he is our liaison with the hotel). If the speaker needs a projector then you will need to also inform Rob Dippell in advance. Kathi Smith should be advised of speaker name, topic and a paragraph about both so she can publish on website, in the bulletin and send out a teaser prior to the meeting.  This information should be provided at least ONE MONTH prior to your POD month.
7) Sit with the speaker during breakfast.  If the speaker has not provided a bio, obtain some information about him/her for your introductory remarks to the audience.
8) Help with gathering up any presentation materials.  Add your personal thanks and see the speaker to the exit.  Consider a follow-up thank you email or card.
