
Developing Speakers Notes
When hosting special events at your property, you will more than likely need to develop talking points for each of your speakers.  At Starwood, we call these talking points “speakers notes.”  Below are some tips to keep in mind when drafting such materials:
General Guidelines
· Begin by completing an event agenda, which outlines all of the activities surrounding your event and the time each is taking place.  Or, if you prefer, simply outline the presentation portion of your event – the times when each speaker will address the crowd, bulleted listing of main topics in each person’s speech, etc.  See sample below:  


10:30 a.m.

General manager goes to microphone

· Welcome to crowd

· Explanation of why we are gathered

· Recognition of special guests

· Introduction of mayor

10:33 a.m.

Mayor goes to microphone.

· Greet audience

· Importance of tourism industry to the city

· His/her feelings about the new Starwood property coming to town

10:36 a.m.

GM returns to podium

· Once you have developed the above outline, then use it as a reference point for drafting the actual speakers points for each individual.  Whereas the above bullet points are just a “quick reference” on the topic, the actual speakers points will be fleshed out a bit more.  However, still keep them in bulleted format.  Avoid long, lengthy sentences.
· When drafting your speakers notes, draft the copy as if someone were speaking – casual and relaxed.  Avoid lofty, technical words.  Use anecdotes or funny stories where appropriate to add color to the speech.  

· Keep your speakers points brief.  Aim for 2-3 minutes per person, maximum.  If one person has a lot of information to relay, then increase the time limit as needed.  Try to keep each person’s presentation to a maximum of 5 minutes.  And invite no more than 3-4 people to speak.

· Make sure that each speaker talks about something different than the other speakers.  For example, the GM may give the details on the property, while the DOSM will talk about the upcoming packages the hotel will be offering.  An elected official might talk about the importance of the property to the city’s tourism industry, while the head of an economic development corporation or chamber might speak to the property’s economic impact in the region.  

· Have the presentation portion of your event last no more than 20-25 minutes, if possible.  Remember, media who are in attendance are on deadline and need to get back to their offices to file the story.

· To see a sample of previously created speakers notes, click here.

Content Ideas for Groundbreaking Event Speakers Notes

Below are some suggested topics to cover in a groundbreaking ceremony.  These are not all-inclusive and can be expanded further as needed.  Furthermore, these topics should be split up amongst several speakers. 
· Welcome the crowd.
· State why you are gathered.
· Recognize special guests in attendance.
· Announce the name of the property and brand.  Give details on the brand (number of hotels worldwide; parent company Starwood, etc.).
· Describe the location of the new property, what the community offers, the dynamics of the region (i.e. proximity to major cities, retail; business climate; weather; etc.).
· Introduce the developer and give details on what the future property and what it will entail.

· Outline the construction process and announce an estimated date of completion. 

· Describe how the history of this project and why this property was chosen for this city.
· Explain what will this property mean to the community and how will it make a positive impact?

· Host an actual “ceremonial shovel dig” with special guests to finish off the event.

Content Ideas for Ribbon-Cutting Event Speakers Notes

Below are some suggested topics to cover in a ribbon-cutting ceremony.  These are not all-inclusive and can be expanded further as needed.  Furthermore, these topics should be split up amongst several speakers.  

· Welcome the crowd.
· State why you are gathered.
· Recognize special guests in attendance.
· Announce the name of the property and brand.  Give details on the brand (number of hotels worldwide; parent company Starwood, etc.).
· Describe the location of the new property, what the community offers, the dynamics of the region (i.e. proximity to major cities, retail; business climate; weather; etc.).
· Briefly summarize the construction process and major milestones.

· Describe the hotel’s features/amenities.  
· Announce special promotions/packages currently running.

· Describe how the history of this project and why this property was chosen for this city.

· Explain what will this property mean to the community and how will it make a positive impact.
· Cut a ceremonial ribbon (or something to that effect) with special guests to officially open the hotel.
Content Ideas for Grand Opening Event Speakers Notes

While media may attend a grand opening event, such an affair is much more social in nature.  As a result, there shouldn’t be a long, formal presentation to slow down the festivities.  However, below are some ideas to consider when compiling a brief 5-10 minute presentation during a grand opening event.  These are not all-inclusive.  They should be custom-tailored to the nature of your event and expanded/reduced as needed.  
· Welcome the crowd and thank them for coming.

· State why you are gathered.

· Briefly preview the property brand.

· Invite guests to tour through various points throughout the hotel to experience it first-hand.
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