Caring for a Speaker



It is always exciting to have a special guest come to our PWOC meetings for programs or retreats.  Here are some guidelines to ensure that this is a blessed experience for all involved. ~ Adapted from THE CARING OF A SPEAKER submitted by Lucinda Fisher printed in the PWOC‑USA 2000 Resource Book
BEFORE THE INVITATION IS EXTENDED
Seek God as to who He would have to speak considering the theme of the meeting.

Decide date, time, location, how long you would desire a speaker to speak and the honorarium/expenses to be paid.  Also consider any travel or lodging that may be required and how this will be handled.

Appoint a speaker-contact person who will be the one person authorized to call or correspond with the speaker.  Often it is appropriate for the President to make an initial contact and the program or retreat chairperson to take over further correspondence.

Extend the invitation early enough to allow speaker to seek God as to the message He would have her share.

Begin at the moment of invitation to pray for the speaker and your time tighter.
EXTENDING THE INVITATION
When contacting the speaker, do so as early as possible.  Do not wait until the last minute.

E-mails, phone calls or letters are all acceptable means of extending an invitation.

Be specific when sharing details about the speaking engagement:  How many times will she speak?  How long will she speak?  What amount of honorarium or expenses will be paid by the PWOC to include travel and lodging?  (If you are unsure about this ask if there is a set amount expected; ask other speakers, PWOC groups or chaplain advisor).  Determine if the speaker or the PWOC will make these arrangements.  Share the vision and goal of what you hope to accomplish during the meeting/retreat.  Share the theme and theme verse.  Give the speaker a general agenda or schedule for the meeting/retreat.

Pass on general information about your PWOC:  How many attendees do you have?  How many are you expecting at the meeting?  What Bible studies have you been doing together?  What are the unique characteristics of your PWOC group?
Determine from the speaker if there are any concerns or questions she may have or specific needs/requirements that the PWOC may need to consider (food allergies, props, audio-visual equipment, etc.).

Ask for picture and brief bio to use for publicity purposes.

PRIOR TO THE MEETING

Continue praying for the speaker.  You may even want to consider a prayer vigil to pray for both the speaker and those who will be in attendance.

Remain in contact with the speaker, sending any publicity or other items that would assist her as she is preparing.  It is also important to notify her of any changes that may impact her.  Find out about handouts that may need to be printed.

Upon finalizing plans contact speaker to make arrangements for travel.  Provide specific directions if driving.  If your speaker is flying make sure that details for pick up are very clear.  Meeting someone at the airport with flowers makes for a special welcome.

DAY OF THE MEETING

Meet the speaker as she arrives and assign a hostess to assist her throughout the time that she is with you.

Invite the speaker to arrive early in order to become familiar with microphones, check podium height and location, and to review the final agenda.  Be sure to introduce her to other special guests and the PWOC President and Chaplain Advisor.  Offer the speaker a place to have a few minutes of quiet time before the meeting to pray.  Invite several board members to share in a time of prayer with the speaker before the meeting begins.

Provide water for the speaker at the podium.  Also be sensitive to any other physical requirements she may have.

Help keep the meeting on schedule so that the speaker is given her full time to share the message.

After the meeting, bring the speaker any refreshments that may be served and be sure that she is included in the fellowship time.

If an honorarium or expenses are being paid, these should be paid the day of the meeting or within a week after the event.
SPECIAL WAYS TO MINISTER TO A SPEAKER

Small gifts sent in the weeks preceding the meeting offer a sense of welcome and anticipation of what is ahead.

A small gift or welcome basket in lodging room is always appreciated.

If a speaker is staying in your home be sensitive to the need for quiet time for preparation.

A souvenir of the area, photo of group, or home-made gift made by one of the members are ideas that will personalize the visit and provide a warm memory.

Write encouraging notes after the meeting with comments of the impact the speaker made on those present.  This will go a long way in bringing closure for the speaker and is a great way to express your appreciation again.
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