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“We’re definitely coming back 
next year. This session was worth 
every dime and then some!” 
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If this is what you want your audience to SAY…  
            … then you’re in LUCK!  

 

But we both know, a 
successful meeting is not 
about luck. It’s about planning 
and details. What is your room 
set up? Who is your speaker? 
Do they connect with your 
audience? 
 
Inside this guide, you will gain 
insights and tools for these 
elements and more! With the 
right speaker, some focus on 
the details, and maybe a little 
luck,  you will not only have a 
great event, but earn yourself a stellar reputation as a meeting 
planner.  We are here to help and if questions arise in your use of 
this guide, give us a call.  
 

1-866-382-0121. 
 

FINDING A SPEAKER FOR YOUR EVENT 
 
There are several sites that list speakers; the key is finding 
the right speaker. Here are a few places for you to look:  
 

National Speakers Association:   www.nsaspeaker.org 
Local NSA Chapter:          www.nsacentralflorida.com 
Speaker Match:        www.speakermatch.com 
Speakers Bureaus:                            www.premierespeakers.com 
              www.fivestarspeakers.com 
 

(More bureaus may be found in Google: Speaker’s Bur eaus) 
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WHAT WILL YOUR EVENT ROOM LOOK LIKE? 

�

Large Group Setups (usually more than 40 people) The most commonly used room set 
up for large groups is Theater style, but it may not always be your best choice. Sessions 
with meals often use Team Table style, but with Team Table or Round Tables, remember 
to remove two of the chairs to keep people from having their back to the speaker.   

Theater style supports presentations where speakers do not move about the room or 
conduct any activities with partners or group interaction. If the presentation involves note 
taking or reference to handout material, Classroom style is a better choice as it provides a 
writing surface.  

Chevron style is an excellent choice for audience interactivity. It is very flexible, good for 
either large or small groups and fosters a sense of audience involvement as the audience can 
see others and get feedback from them, providing for group activities, as well. 
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    When selecting a speaker, it is a good idea  
    to make sure you consider your budget,  
    their style for your event, and their  
    references.  A great profile does not always 
    mean this is the speaker for your event. 
 
 
     Here are a few key items for you to  
     review when ensuring a good speaker  
     and a good fit for your event:  

 
�  Does the speaker have a video online or on DVD?  
�  Does this speaker/speaker’s office actually 

demonstrate the service you expect your speaker to 
present? 

�  Does this speaker have references?  
�  Does this speaker have a non-profit rate, 
     as well as a corporate rate? 
�  Does this speaker have “real-world” 
     experience in your area of need?  
�  What does customization of the presentation mean?  
�  Does the speaker have product to sell?  
�  Will he or she need a vendor table or booth?  
�  What are the speakers Audio Visual (AV) needs? 
�  What type of room set up requirements does she 

need? 
�  Will the speaker bring copies of the handout and is  

that included in the fee? 
�  Will anyone be coming with 
     the speaker?  
�  Are you able to provide a  
       complimentary break-out session 
       along with your key note?  
�  What is the speaker’s 
     cancellation policy? 
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Once you have chosen your speaker, there are so man y things 
to consider and missing just one thing can dramatic ally 
impact your event.  

 
 
 

Be sure you get it all handled ahead of time, so yo u enjoy the 
fruits of your hard work on the day of your event.   

�
MY EVENT SPEAKER CHECKLIST: 

�
�  Contract for Speaker 

�  Process for payment and/or deposit for speaker 

�  Description of Presentation for print materials 

�  Headshot of Speaker (high res for print; low res  

for web materials) 

�  Power Point presentation (if applicable) 

�  Handout Master (if applicable) 

�  Travel arrangements of speaker 

�  Hotel Room for Speaker (if applicable) 

�  Speaker Cell phone/ “Oh my gosh” number for 

and from speaker. 

�  � �

 
-------THINGS YOU MIGHT NOT THINK OF ------- 

 
�  Any HOT issue or off-limits topics that 

should and should not be addressed 
�  The theme of your event 
�  The dress code for any special events 

(black tie, beach attire, etc) 
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There are of course, other 
items to consider, such as:  
�

�  Food for your 
participants 
 

�  Décor for the room 
or tables 
 

�  Event Program 
 

�  Handouts and 
Agenda 

 
 

�  Videographer 
 

�  Photographer�
�

and much more… but 
when you get it put 

together, the 
important part is did 
your participants get 

what you promised 
and did they enjoy the 

experience? In your 
case, we know the  

  answer will be 
YES! 

 
And if you are still looking for a speaker who will WOW you and  

 …your audience each and every time, just turn the page… 
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...providing results not just rah-rah 
 
 
 
 
 
 
 
 

KEY NOTE PROGRAMS 
AND 

PRODUCTS FOR YOUR PARTICIPANTS 
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“Monica is awesome and highly motivating!” 
H.Yarbrough, Contagious Conference Attendee 

 
 

“This session was priceless! Monica’s motivation and spirit is 
amazing!”  
Janice, Orlando Woman Newspaper 
 

 

“Monica was exceptionally relevant and effective. She involved 
the audience very well.” 

Mike Baggerly, U.S. Mint 
 

“Good content, excellent seminar leader.” 
J. Reed, U.S Navy 

“…energetic, effective, engaging!!” 
H. Zeller, Astra-Zeneca 

 

“Monica is the bomb and one of the best speakers a woman could ever 
ask for!” 
Contagious Conference Attendee 

 

“Monica has a natural ability to inspire and evoke a response from 
the attendees. Thank you for a great day!”  

Shellie Sauerwhile, Pennsylvania House of Representatives 
 
 

“Great energy level, good suggestions on what methods work 
and why.” 
Greg Hagg, Sherwin Williams 
 

 

“Monica was very, very good. One of the best facilitators I have 
witnessed in my over 36 years of taking seminars.” 

Mr. D. Martin, Honeywell FM&T 
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How can someone who claims to be the world’s 
first “non-motivational speaker”, get so much praise 
about how motivating she is?  
 
Because Monica Wofford, CSP  is motivating!  
She is also:  
 

·  Entertaining and Upbeat 
·  Lively 
·  Real-World Experienced 
·  Content Driven 
·  FOCUSED ON RESULTS! 

 

 Monica Wofford, CSP  provides results, not just rah-rah. Her audiences are 
captivated, connected and ready to act!  THEY WANT MORE OF HER!  
 

85% percent of Monica's clients request her again  or refer her to others. 
 

Monica's real world experiences – business owner, award winning Certified 
Speaking Professional (CSP ), Certified CORE MAP™ Coach, College 
Professor, Conference Coordinator, Regional Training Director, Author, and 
accomplished trainer – plus a degree in Speech Communication, an MBA , 
Langevin Master Trainer and extensive education in personality profiles  -- 
allow her to deliver high energy sessions  that provide results, not just rah-rah.  
 

 This current President of an Orlando Non-Profit, President-Elect of the 
Central Florida National Speakers Association, Master Trainer, and CEO of 
Contagious Confidence Conferences for Women, interacts with audiences in 
ways that are often humorous  and helps leaders have employees who stay 
longer , produce more  and complain less . Wofford’s Contagious 
Leadership™ training was responsible for reducing one company’s turnover 
by 74%, resulting in a $2.4 million dollar savings to the bottom line .  
 

To book Monica for your next event:   
janine@monicawofford.com       1-866-382-0121 

For more information from our websites, go to:            
www.monicawofford.com      www.contagiousconferences.com  
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Some of Our Valued Clients 
·  The US Mint 

·  Cabella's 

·  Estee Lauder 

·  Hallmark 

·  Cingular Wireless/AT&T 

·  Ft. Stewart Military Base 

·  Boehringer Ingelheim 

·  The Reznick Group 
 

 
 

·  The Traffic and Safety Administration (TSA) 

·  Combined Insurance  

·  United Health Services 

·  Kaleida Health 

·  DSM Pharmaceuticals 

·  Hormel Foods 

·  Fabricville of Canada 

·  Blue Cross Blue Shield Association 

·  Tallahassee Society of Association Executives 

·  Florida Association of School Nutrition 

·  Florida Association of Mortgage Brokers 

·  National Speakers Association of South Africa 

·  National Speakers Association of Georgia 

·  Society for Human Resource 
Management(SHRM) 

·  Meeting Professionals International (MPI) 

·  University of Phoenix 

·  University of Minnesota 

·  Parker College of Chiropractic/ Parker Seminars 
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10 Real Remedies for Real People Promoted but Not P repared 
Monica walks audiences through the motions of promotions and 
transforms mediocre managers into leaders focused on the growth of 
employees instead of growing the size of their office. She shares the ten 
steps to leadership success, including WHO employees really work FOR, 
and the humor, yet value in leading the "voices in your head" before you 
lead other people! 
 
Audiences RAVE about the following elements of this presentation:  

·  Why a bigger title and bigger office does not make a better leader 

·  What it takes to REALLY be a leader 

·  The importance of mind-set AND skill set building 

·  Why does influence work more than authority or power?  

·  How do you coach employees who are doing it well, but could be 
better?  

 

Target Audience:  
Contagious Leadership™  is ideal for middle managers of a corporation. 
It is also able to be customized for senior leaders or front line employees 
in line for promotion in both corporate and association settings.  
 

What clients might say who need this program:  
“We need our managers to do a better job of developing the front line.” 
“Many of our managers are struggling with admitting they  
  don’t know how to do their job and coaching others that 
  report to them.” 
 “I am tired of dealing with people problems!” 
 

Products for this presentation:  
        Contagious Leadership™  
        Book and CDs. 
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3 Secrets to Being the Kind of Person Others Want t o Be Around 
We all talk to ourselves, right?  Admit it... you talk to yourself, don't you? 
What you say in your head determines whether other people want to be 
around the rest of you. For example, waking up and saying “ugh” to 
yourself, leads to you riding your broom into work and that creates all kinds 
of morale, bad mood, and negative issues at the office.  Monica turns 
negative “Neds” and “Nellies” into productive colleagues aware of how 
what we say to ourselves… leads, guides, and determines what we say 
and do to others. Contagious Confidence™ affects how you perform at 
work, how you believe in yourself and how you work with others!  
 

Audiences RAVE about the following elements of this presentation:  

·  What the “voices in our head” do to our actions and behaviors 

·  The truth about dealing with difficult people who are really just 
different 

·  Why we “click” with some and not with all of our colleagues  

·  The power of understanding our own personality traits 
 
Target Audience:  
Contagious Confidence™ is ideal for employees or women’s groups in 
need of a boost in morale due to change, stress, or economic downturn. 
 

What clients might say who need this program:  
“We need someone upbeat and motivating to ‘pump up’ our audience.” 
“We have a lot of negativity issues and I want them to stop!” 
 

Products for this presentation:  
  Contagious Confidence™ CD Set 
 
  

 
 See page xx for more information 
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Low Resolution Print Format:  
 
 
 
 
 
 
 
 
 
High Resolution and EPS Formats are available at:  
www.monicawofford.com/press.html 
 
Action Photos of Monica Wofford: 
 
 
 
 
 

 

 
 

 
 
 
 
 
 
 

 

TRAINING TIP 
Giving your participants sugary treats, such as candy or chocolate, in the morning of a 

training session, will increase an exaggerated lack of energy in the afternoon. 
Participants already struggle with energy after lunch. Try to avoid compounding the 

problem by giving them a sugar high in the AM and then expecting them not to crash 
when the sugar wears off. 
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RESOURCE DETAILS 
 

PRICING 

 

 
220 pages of leadership. 
Contagious Leadership 
shares 10 steps to transform 
from manager to leader. A 
must read for those promoted 
but not prepared.  
 

 
 

$20.00 each 
 

Group Pricing: Yes 

 

 
5 CDs of Contagious 
Leadership and 1 CD of 
templates to put to use now. 
This audio has been called 
the book on steroids. 

 
 

$89.97 each 
 

Group Pricing: Yes 

 
 
 

 
2 CDs of Contagious 
Confidence. Learn how to 
stand proud in any crowd and 
get a grip on the “voices in 
your head”, plus a bonus CD 
of Contagious 
Communication.  
 

 
 

$49.97 each 
 

Group Pricing: Yes 

 
For more products and learning tools by 

 Monica Wofford, go to 
www.monicawofford.com/products.html   
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OOuurr  PPrroommiissee  ttoo  YYoouu  
 

Not all speakers are right for your event and we don’t claim to be 
right for every event, but our customers have been very pleased with 
our services and we, at Monica Wofford International, Inc., give you 
this 100% satisfaction guarantee:  
 
 

With Monica Wofford, MBA, CSP, you will  
find reasonable fees for a high quality  
service. We pride ourselves on exceeding 
our customer’s needs and promise you will 
never have to say this little 
Maxine saying to us!  
 
 
 
     With Monica Wofford, 
     MBA, CSP and Monica 
     Wofford International, 
     Inc. and any of our  
     affiliates, the goal is to 
     put you, our customer,  
     first, foremost and 
     top priority.  
 
  Your satisfaction is 100%  
  guaranteed and if for any reason 
  you are not satisfied, you  
  don’t pay us. 
  
 
 
   

 
       IT IS THAT SIMPLE.  
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“ What you learn and  

what you do about it is  

completely and totally  

100% up to you.  

Guaranteed!” 

Monica Wofford 
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