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NAEH STANDARD OPERATING PROCEDURE (SOP) 

Finding Prospective Speakers for Conferences 

 

 

Using CiviCRM 

Full Video Instructions: https://youtu.be/Q_49DSfwMHk 

 
1. In Civi, click Search > Find Activities 

 

 

 

 

 

 

 

 

 

 

 

 

2. Under Activity Type, select Speaker – Confirmed and Moderator – Confirmed. 

3. Under Activity Text, type in any subject words you want to search by. Click Search.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://youtu.be/Q_49DSfwMHk
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You can then see speaker names associated with the subject you searched.  

You can click on their names to open their records and retrieve their contact information.  

 

Once in their record, you can also click on Events button to see exactly at which conference they spoke. 

 

 

 

 

 

 

 

 
  

Use Additional Materials Provided by the Events Team 

There are additional documents to use for speaker recruitment ideas; use all resources available to you. These links may 

change conference to conference; be sure you’re accessing the links most recently provided by the Events team. 

 

1. Review the Prospective Speakers document 

 
Prospective Conference Speakers.xlsx (Updated April 2025) 
This list is a general list of individuals who reach out to Alliance staff with the interest of speaking at the event. It 

includes their contact information and expertise. These individuals have not been vetted by Alliance staff are 

therefore not pre-recommended. 

 

2. Review the most recent Call for Presentations (CFP) speakers that were not selected. 

Feb 2025 CFPs Not Selected.xlsx (for DC 2025 Conference) 

We receive a high number of submissions to our Call for Presentations. Many of them are well written and contain 

great content, we just can’t fit them all into the agenda. This is a great resource for finding prospective speakers 

because you have an outline of their expertise and you know they already wanted to come present. 

https://naeh.sharepoint.com/:x:/s/events/EWTu3susfctJrZf3KHfBeIoBV93GPDvgaEXj82UtByGJNQ?e=YZuzrA
https://naeh.sharepoint.com/:x:/s/events/EbQu5QcebqBLnwO9LHS11hABsMVhgm0-CvZGXGKcjmX9eg?e=JXrK7F

