
Checklist for a Successful Sponsored Speaker 
#1 Key to Success: Begin planning as soon as you know you will be having an event with an outside speaker! 
 

o Identify the month in which you want the event to take place. Give yourself at least 6 weeks to complete the 
following steps.  

o Determine your budget. Estimate the following to determine amount available for speaker’s honorarium (if any). 

o Advertising (Creative and Print Services) ______________ 

o Food (Sodexo) ______________ 

o Travel and lodging expenses (Travel) ______________ 

o Make sure you know the sources, account numbers, and amounts available to fund your program/event. 
Submit a funding request, if needed. 

o Identify speakers whose lecture fees fit within that budget. Contact those speakers to determine availability and 
possible speaking dates.  

o Have the Dean’s office personnel check the Dean’s Calendar to determine which proposed dates are open. Check with 
the LA Marketing Coordinator to verify that your date does not conflict with other events. 

o Check with Scheduling Services to determine if there is an appropriate room available for each of those dates.  


