Check Sheet – REIA Speaker Check List  
REIA: ________________________________________
Contact:  __________________________
Item 








Person Responsible
  Initials
1. Microphone’s
a. Must have a good microphone for the speaker.  


Don’t be cheap here.




REIA

_______
b. We prefer the ear microphone 1st then 
a lapel or lavaliere microphone 2nd best.  

REIA

_______

(Most speakers hate hand microphones.)
c. Also, have a hand microphone for the speaker if 
they have Audio in their presentation or better yet, 
get a 15 ft cable to hook into the sound board.
REIA

_______
d. Always, always, always provide a microphone.  
I don’t care how small the room is.  Speakers 
deserve a microphone



REIA

_______
e. Test your sound system before the speaker shows 
up.






REIA

_______
f. Have fresh, new batteries in the microphone.  
Have spare batteries.




REIA

_______
2. General

a. Room Tempature-We prefer the room slightly on 

The cool side.  This will result in better sales, it 

keeps students awake.



REIA

_______

b. Returning product- We will give you Return 

shipping labels, but you will need to tape and 

handle the boxes for shipment.  
c. Merchant Machines- you will need more than one

And if you don’t let us know and we will bring ours
REIA

_______

d. Order forms- we must have a readable copy in our

hands before we leave.   

3. LCD Projector 

a. Without one there is no presentation.  It is the 

REIA’s job to see that there is an LCD projector

that is set up and ready to go.  


REIA

_______

b. Always have a LCD projector for the speaker.  

Always.





REIA

_______

c. Make sure the LCD projector is straight and high 

on the screen.  The bigger the screen the easier 

it is to keep attendees involved in the presentation.
REIA

_______

4. Evening meeting 

a. NO ROUND TABLES!!! Sales are lower
with round tables




REIA

_______
b. No alcohol/or open bar while speaker is 
on stage.  It is very disruptive



REIA

_______
c. No tables.  Just folding chairs



REIA

_______
d. 6’ isle right down the middle



REIA

_______
e. 18” x 6’ table to put projector and laptop on.  
No tiny tables or projector carts.  


REIA

_______
f. Speaker will need room temperature water.  
No straw.  Bottled water is the best.


REIA

_______
g. Don’t over seat the room, putting more 
chairs in the room then you expect there to 
be guests.  This will cause an echo, and it’s 
hard to hear the speaker.  We like them close 
to the speaker.  So under seat the room a little 
bit before the meeting starts and then add 
chairs after all seats are taken if you need 
more seating.





REIA

_______
5. Saturday meeting

a. Saturday attendance is always lower.  So there 
should be fewer seats.  If you are using the same 
room that you had for the evening meeting then 
remove some of the chairs before the meeting 
starts.  Your goal is keep them together and close
to the speaker.




REIA

_______
6. There will be a  5% penalty for every calendar week 

you are late with the check.  

a. Day 7- 5% loss out of their side. 

b. Day 14- 10%loss out of their side.

c. Day 21- 25% loss out of their side

d. Day 31+- we take it all



REIA

_______

Action
7. Refunds that need processed that fall on the 30 day mark

Need to be settled up after the check is sent to the speaker.  

This will not delay the speaker getting paid for their portion


of sales from the event.  

a. The speaker will send to the REIA their portion of the 

Refund, after the initial check is received.  
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