Guide on How to Identify

Speakers, Trainers and Experts

This information is provided to help you identify the appropriate speaker/trainer/expert for your needs. It serves as a planning guide to assist you and the experts you contact.
1. Identify your needs:

· What kind of expert do you need?

· Activist
· Advocate
· Artist
· Educator
· Law Enforcement Professional
· Legal Professional
· Media Professional 
· Medical/Health Professional
· Military Personnel
· Program Administrator
· Researcher 
· Survivor 
· What do you need from the expert?

· Expert Witness Testimony
· Evaluation Assistance
· Speaking 
· Training
· Research Assistance
· Keynote Presentation
· Facilitation
· Performance Art
· Visual art
· Inspirational/Motivational activity
· What topics of expertise?

· Specific Type of Sexual Violence 
· Specific Populations 
· Settings: Care Facilities, Campus, Bases, etc.
· Legal Issues
· Medical/Mental Health Issues
· Prevention
· Non-Profit Management
2. Create a list of experts with all available information about them.

· The National Sexual Violence Resource Center houses an extensive database of experts.
 Contact the NSVRC for assistance in connecting with an expert. Submit a request form, E-mail us, or call us 877-739-3895 

· Follow up with your colleagues to find out who they might have encountered as an expert in the areas you identified.  

3. After creating a list of possible experts that you think might be most appropriate, contact them. 

· Make sure to have the following information:

· Date(s) needed

· Location 

· Audience type 

· Approximate number of attendees, if relevant

· Specific subject matter

· Amount you can pay

· Questions to ask the expert:

· Experience level with subject matter

· Availability for the event

· If you don’t have the experts CV or resume you may ask for one. 

· Ask about previous experience, request references.
· Rates (if they provide pro-bono work or discounts for non-profits) 

· Traveling requirements (hotel, airlines, etc) 

4. Providing the following information to your selected expert can help them make sure they’re addressing your needs.

· Provide them with your contact information so they can contact you as needed. 
	Contact Name: 

	Organization:

	Telephone number:

	Fax Number:

	Email: 




· Program Objectives
· What are your expected outcomes?
· What needs to happen to make the collaboration successful?
· What do YOU perceive are the audience’s three greatest needs?
1.)

2.)

3.)

· In your perception, what would audience members say are their three greatest needs?
1.)

2.)

3.)

· What sensitive issues should the expert be aware of?
· Audience/Participants
· Describe users/participants:
· Job Titles
· Job Responsibilities
· Experience
· Background
· What previous job training experiences have they had?

· What previous professional development have they had?

· General Information

· If appropriate, please indicate scheduled break times or other variables:

· If there are other experts that will be involved, provide their names and topics:

· Are there any agency objectives or strategies that could be reinforced through the project?















� The NSVRC does not endorse or promote any particular expert whose information is provided; it is the requester’s responsibility to verify the information. 











