
 
 

High School Foreign Service Association 
Guest Speaker Checklist  

 
HSFSA chapter leaders should make sure that they have thought about the topics below while preparing 

for a guest speaker event 

 

1.​ What you need to know before submitting a request 

 

-​ Topic 

 

-​ Format (remote or in-person) 

 

-​ Date 

 

o​ Are there any school events taking place on the same day? 

o​ If so, will they affect the audience size? 

o​ Will the sponsor be available to supervise the event? 

 

-​ Timing 

 

o​ How much time will you have available for the speaker’s lecture? 

o​ Is the event’s start time going to give students enough time to come to its location and 

settle down? 

o​ Will the event last long beyond the standard club meeting time? 

o​ Is there a high likelihood that students will be prompted to leave mid-event? 

 

-​ Location 

 

o​ Where will the event take place? 

o​ Will there be enough space for the predicted audience?  

o​ If the speaker will come in-person, will the room be comfortable for a presentation? 

 

-​ Technology (especially for remote events) 

 

o​ Does the location of the event have the technological resources to hold a guest speaker 

lecture? (ideally, a smartboard with functioning speakers, a microphone or other vocal 

input device, and a camera) 
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o​ Does the location have stable internet? 

o​ Does the app used for the event (e.g. Zoom) have limits on meeting duration? 

o​ If so, does your school provide plans that can resolve this? 

 

2.​ While preparing for the event 

 

-​ Hold a call with the guest speaker and an HSFSA representative (who will be the one to inform 

you about the speaker being found) to go over the event and stay on the same page. Make sure 

to discuss 

o​ Event structure (speech vs. Q&A split) 

o​ Topics the speaker would like to focus on 

o​ The details of a short introductory speech to get the lecture going (usually given by a 

chapter officer) 

o​ The Q&A process 

▪​ How will students be able to ask questions? E.g. will they raise their hands? 

▪​ Who will decide whose turn it is to ask a question, an officer or the speaker? 

▪​ Will students be provided with the option to submit questions beforehand (e.g. 

in a Google Form)? 

 

-​ Audience 

o​ Will the event be restricted to chapter members, or will other students be allowed to 

attend? 

 

-​ Advertising 

o​ How are you planning to advertise the event? 

o​ Other than posters and word-of-mouth advertising, will you use any other forms of 

advertising (e.g. the school newspaper)? 

o​ How long before the event will you start advertising? 

o​ To what extent are you planning to introduce the students to the speaker before the 

event (e.g. are you planning to distribute bios)? 

 

These questions should be helpful by guiding you towards the topics you need to address, logistics you 

need to prepare, and issues you need to think about while preparing for your chapter’s event. 

 

Please consult additional resources at hsfsa.org/guest-speakers and hsfsa.org/materials  

 

We wish you luck and hope that your students will benefit from your chapter’s speaker event! 
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https://hsfsa.org/guest-speakers
https://hsfsa.org/materials

