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Speaker Hosts play a valuable role in the success of an event, actually many roles: 
· Transportation Liaison: In touch with the transportation company to ensure speaker was picked up, confirm departing flights are on-time and schedule all car service and airline changes on behalf of the speakers. 

· Welcome Wagon: The first person to greet and thank the speaker as they arrive to the venue parking lot. 

· Tour Guide: Show speakers to the greenroom or hotel room. 

· Information Center: Provide speakers with the final copy of the agenda and review rehearsal times.  Provide a welcome packet about event.

· Hotel Snoop: Hotel rooms always have an unpredictable factor.  Enter all speaker rooms to have issues fixed before they arrive.

· Santa:  Ensure delivery of speaker gifts to their rooms or hand these to the speaker personally with note from host.

What you should provide your Speaker Host:
· Current Agenda with rehearsal times and locations

· Arrival/departure times of all speakers with flight numbers and confirmation codes on one excel sheet

· Speaker cell phone numbers and assistant’s names/numbers

· Your cell phone number for day of event

· Maps of the hotel or event venue

· An introduction to the hotel management team
