Coaches, please check the draft presentations your speakers will submit to be sure they include these three crucial elements:
Introduction 
· An attention-getting opening statement, such as a story, statistic, quote, etc.

· A brief preview or listing of the main points to be covered in the session.

Body
· Development of the main points in detail. Three to four main points is ideal; too many points makes it hard to remember the content after the session ends. 

· Each point should be developed by providing supporting details, presented in logical sequence.

· Interactive exercises and hands-on demonstrations (if appropriate). 

Conclusion
· A brief review of the 3-4 main points; this is a recap of what the presenter wants people to remember about the session.

· A memorable statement that provides a definite end to the presentation. Ideally, it should be the same technique used at the beginning to capture attention (e.g., a story, statistic, quote, etc.)

Remember: the full draft of your speaker's presentation is due for your review by June 18

Defining and focusing on three or four main points can be a challenge. Speakers have tons of great information that they want to include.
Here's a simple exercise that will help: "Imagine there's an emergency in the conference meeting rooms. Just as you are starting your session, you are told that you have only 10 minutes, then everyone must evacuate the building. What are the 3 or 4 points or ideas you would be sure to communicate to your listeners in your 10 minutes?"

These main take-aways are where to begin the structure of the session. Help your speakers refine the 3-4 main points/ideas and organize the rest of the material within those 3-4 main content areas.

Remind your speakers to keep the preview and summary of the main points brief -- really only a list.
In the preview, the list acts as a guide to tell people what to listen for.

In the summary, the list reinforces what the speaker has said.

Check to make sure the session content will deliver on what is described in the conference brochure. Attendees can be very disappointed if the session doesn't live up to their expectations.

Check your speakers' presentations for actionable and relevant takeaways. Be sure they include concrete suggestions for how attendees can utilize the information after the conference. These might be:

· What to do when you get back to your office

· Do's and don'ts

· How to get started on ...

· Ten things you can do right away

Today we'll share some guidelines for slides that provide strong visual support for a speaker's message. The key thing to remember is that the success of a slide is determined by how effectively it communicates information, not how much information is on the slide.

1. Make sure your speakers have identified the single most important idea they want listeners to take away from each slide, and developed just one key idea per slide. That might mean they have to break ideas down and add more slides, but it will make their presentation clearer and easier to understand.

2. Each slide should have a headline (or title) that expresses that one key idea in as few words as possible. Ideally, the headline should include both a subject (noun) and something meaningful about that subject (verb).

3. Here's an easy rule of thumb: you should be able to skim through the slide headlines only and understand the main points in the presentation.

More tips for effective slides:
1. It's best to limit slide content to no more than three supporting points per slide.
2. Each point on a slide should start with the same part of speech (i.e., verb, noun, interrogative, pronoun, adverb). This will make it much easier for listeners to grasp the points quickly and retain them.

3. Key words and phrases are best; there's no need to write full sentences on slides. The fewer words, the less likely a speaker will be to read their slides. Slides should reinforce key points, but it's the speaker's job to provide the details verbally.

To avoid confusion, the information on each slide should be grouped using one (and only one) of the following ways of organizing content:
Subject (or what/who -- examples: subject areas, kinds or types of things)

Time (or when -- examples: timelines, process, stages, steps, sections)

Space (or where -- examples: locations, places)

Effect/cause (or why -- also cause/effect -- examples: observation/hypothesis, action/result)

Checklist for fonts:
1. Sans serif fonts are recommended for projected slides.

Examples: This is a sans serif font; this is a serif font 
2. Text must be large enough to be legible from the back of the room. Here's a quick test: stand up and view the presentation from six feet away from your screen. If you can read the text, the font is large enough. If not, people in the back will struggle to see it.

3. Fonts should be consistent throughout the presentation. It's less distracting and looks more professional when font colors, styles and sizes are limited -- no more than two colors, two font styles and two font sizes (one for headings and one for body text).

Finally, the value of a slide is what it communicates, not how much text is crammed onto it. The human mind can process only 5 or fewer 'chunks' of information at a time, so "less is more; simple is better."

If your speaker tends to put too much information on each slide, you might suggest:

1) Breaking the content down into more slides with less on each slide

or

2) Creating handouts that include the details

Images such as photographs and diagrams are a very effective way to add interest and help convey important information. In this section we'll cover some ways to help your speaker use images effectively.

Presenters often get into trouble (and create more work for themselves) when they go through their slides and try to find an image that illustrates or matches each and every main point.
It's actually more effective (and much easier) to find a single visual idea that unifies all the slides and forms a framework for the new information on each slide. Instead of searching for the meaning in each new slide, attendees will know where to look for the main point and grasp it more easily.

With a central visual concept your speakers can repeat images, build visuals over several slides and create a deck that looks like all the slides belong together -- very much the opposite of "let me stick some clip art here to jazz it up" -- and much more effective!
Here's an example of a sequence of slides from a webinar about testing concepts online. 
What is the visual idea that unifies all the slides in this sequence? (BTW, just click on the image to enlarge it.)
What else do you notice about how the information is presented?
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Tips to pass on to your speakers:
1. Get the content well developed and organized before you even think about images. Once your speakers have a solid draft in place, they will be better equipped to find a single unifying visual concept for the entire presentation.

2. To find the unifying visual concept, ask questions such as "what is the central challenge I'm presenting?" or "who is the main 'character' and what do they want?" or "what is my primary goal in giving this presentation?" Verbalizing that overarching idea will make it much easier to find a unifying image.

3. Try sketching your visual ideas freehand first. (pssst: no one else has to see the sketches -- ever!) This is a great way to find a unifying visual concept. If they start working on visuals in PowerPoint it's too easy to get "trapped" in the software. (BTW, the top presentation professionals always start with sketches.)

4. Look for ways to integrate and "build" images. It's easier for listeners to follow a single image or diagram that evolves to support the speaker's "story." Some examples would be a perceptual map that builds with each section of the presentation or a flowchart that grows as the speaker presents sequential "chapters" of their session.

Note: if you or you or your speaker would like to find out more about using images this way I recommend Beyond Bullet Points by Cliff Atkinson.

Here's an example from Dona Vitale's session at the 2009 Conference, "Deeper Digs, Sharper Insights: Finding the Truth Below the Surface."
Dona used the first slide below to introduce the five theories of decision-making that she would discuss. She then used the colored oval labels to keep listeners oriented as she explained the five theories.

What else do you notice about how Dona created a consistent look across her slides?
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Thanks to Dona Vitale for permission to use these examples.

In this section we'll look at some slides and figure out how they could be improved. 
Looking at the slide below, what would you suggest to make this slide more effective? Be sure to give your reasons for any changes you suggest.
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Here's one solution for making over this slide. What would you have suggested that was similar? What would you have suggested that was different?
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Here's another slide in need of a makeover. What would you suggest? Be sure to give your reasons for any changes you suggest.
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And here's one way to re-do this slide. What would you have suggested that was similar? What would you have suggested that was different?
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You can also help your speakers by giving feedback on the handouts they prepare for distribution and inclusion in the conference CD. 
Remember that the handouts and the CD are the most appropriate place to include detailed information that would be overwhelming on the slides. The conference organizers will make sure that handout material submitted by speakers is included in the conference CD and that printed copies of the handouts are available during the conference session. 

If speaker handout materials are not received by September 11, 2010 they will not be included in the conference CD and the speaker will be responsible for making copies of their presentation and for distribution at their session.
Tips for handouts:
1. Remind speakers to include their main points in their handouts, including actionable and relevant takeaways (i.e., concrete suggestions for how attendees can apply the information after the conference).

2. The printed handouts distributed at each session are very useful to attendees for taking notes, and the CD will be a permanent record of their session. Typically, handouts consist of the slides printed 3 per page, with an area next to each slide for taking notes. Speakers may also provide more detailed information or printed exercises/workbooks if they wish. Remind speakers to communicate any special printing needs to Julie Cygan at Ewald as early as possible. (651-290-7475 or JulieC@Ewald.com)

3. However, if there is any information that a speaker is concerned about having made public, it should not be included it in the handouts.
Check your speaker's handouts 
1. Make sure the handouts are clear, concise, and free of errors.
2. If your speaker needs to make minor changes so the slides they present are not an exact match with the handouts, remind him or her to mention that during their session. People generally understand the need to make last-minute tweaks, but they appreciate the heads-up.

To round out our training session, today we'll talk about actually delivering the conference session. 
You should receive a draft of your speaker's presentation by June 18 (and please do remind them, because June 18 will be here soon). And you should review the draft with your speaker, incorporating the guidelines we have presented here.
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At some time before June 28, your speaker should deliver a "dry run" of his or her session to you, over the phone. This dry run is where you, as a speaker coach, can really add value. If your speaker refuses, or is otherwise uncooperative, please contact the speaker committee.
Checklist of what to listen for in the dry run on the phone -- I'll expand on them later in this section:
1. Does the speaker know the content well enough so he or she can speak in a conversational way, without reading it or seeming uncertain? Does he or she seem nervous?

2. Does the content deliver on what the description in the brochure promises?

3. How well does the speaker manage listener expectations? Does he or she anticipate your needs and make the experience as easy and enjoyable as possible?

4. Does the speaker have a timetable planned? Does he or she stick to it? Even if you try to derail and delay them with questions?

5. Does the session have a clear and well-planned Introduction, Body, and Conclusion? Has the speaker developed no more than 3 or 4 main points?

6. Does the speaker use transitions to make it easy to follow what he or she is saying and where they are going?

7. Does he or she speak too fast? In a boring monotone voice? Do they have distracting verbal tics (like um, er, throat clearing)?

8. If there is more than one speaker are their roles balanced so each adds value?

9. Does the speaker provide actionable and relevant takeaways that attendees can apply after the conference?

10. How would you rate this session and speaker if you were in the session?

· Does it meet your expectations compared to the description in the conference brochure?

· Does it enhance your knowledge/technique?

· Does the speaker hold your interest?

· Does it provide useful and/or relevant information?

· Are the ideas communicated effectively?

· How likely would you be to recommend the session as a Chapter presentation?

· What is your overall impression?

I can't stress enough the importance of practice and planning. Each speaker's goal should be to know his or her material well enough to speak in a relaxed and conversational way, not reading from the slides or from a script. The idea is to tell a very engaging story, not drone on from one slide to the next.

Encourage your speakers to practice as much as possible and to record themselves practicing, listening for pacing, verbal tics, and variation in pitch and volume. Do they sound conversational? Do they sound nervous? Becoming aware is the first step to changing these things.

Help your speakers develop a time management plan and confirm it when they rehearse.
It's very important to have a clear plan for how long each section takes, how long exercises take to do, how much time to allow for questions and at what points to take questions. (We'll address Q&A in more detail in the next section.)

The best way to figure out session timing is through practice and rehearsal.
Having a timed schedule will help them keep on track and avoid rambling or going off on tangents. Great content isn't so great if they run out of time.

Remind speakers to manage attendees' expectations from the very start. 
1. Their job as speakers is to anticipate listeners' needs and to make the experience as easy and enjoyable as possible.

2. Explain at the beginning how they will handle questions, whether there will be handouts, whether the slides match what's on the conference CD, and anything else attendees need to know.

3. If they include hands-on exercises, give clear instructions for what they want the group to do, how long it will take, what will happen afterwards.

4. Although it's hard to judge on the phone, remind speakers to establish and maintain eye contact with individuals in the room (start with a friendly, familiar face) and shift their attention to a new person about every five seconds, or when they change topics. And they need to be aware of speaking only when facing their listeners, not when facing the screen (another reason not to read slides!) If they need to look at the screen, it's best to turn, look, and turn back to face their listeners before they speak.
One technique that can elevate a presentation from a list of separate points to an involving narrative is the use of transitions. 
Transitions are helpful for:

1. Orienting listeners

2. Linking together the key ideas in a presentation to tell an engaging story

3. Reinforcing ideas

I like to think of transitions as similar to giving directions to a driver: "OK, we've left the interstate, so stay in the right lane ... you'll go through three traffic lights and turn right at the forth light."

Encourage your speakers to look for places to incorporate these verbal transitions and keep listeners on track.
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Helpful tips for verbal tics
1. Many speakers are aware of the fact that they sometimes speak too fast. While it's a good thing to be excited and enthusiastic, rushing makes speakers harder to understand and can frustrate listeners. Here's a simple technique to help slow them down: pause at the end of each sentence for 2-3 beats to put the brakes on. This is even more effective if they record themselves and listen to monitor their progress.

2. Stage fright; it's normal to feel a little jittery at first. The best thing to do it just let it be. Whatever is going on is caused by adrenaline and will subside in less than 30 seconds. It can also be helpful to memorize the first 20 to 30 seconds of the presentation, just to know they will make it through the beginning.

3. Non-words: the ums, the ahs, the ya knows. Another great reason to record themselves ... becoming conscious is the first step to eliminating them. If the perfect word doesn't come right away, pause until it does, then go on. Pauses are much more terrifying to a speaker than they are to listeners.

4. Monotone, mumbling, sounding scripted. Remind speakers not to read the slides or a script. Instead have a conversation with their listeners. To avoid sounding monotone, they need to speak louder and vary volume, tone and pitch.

Questions from attendees are like fire -- they can add light, heat and energy to a session -- or they can lead to a disaster (running out of time).
The key is making a plan for handling questions and then sticking to the plan.
1. Work with your speakers to help them plan how much time -- realistically -- they have to devote to questions. How much time do they want to devote to questions?

2. Sticking to the plan is easier if they tell attendees at the start how they will handle questions. Possible strategies:

· It's OK to ask people to hold questions until the end -- assuring them that most of their questions will probably be covered anyway. 

· Deciding in advance at what point(s) they will take questions and setting a time limit during that break(s).

· Taking questions at any time, but insisting on only one question at each break to help stay on track.

Practice timing. Have a plan. Stick to the plan.

Other tips for handling Q&A:
1. Anticipate questions and be prepared.

2. Paraphrase the question before responding to buy a little time.

3. Work the entire room so everyone feels included.

4. Break eye contact to move along to the next person.

5. Answer only the question asked; this is a great way to keep from rambling on too long.

6. Set a time limit and stick to it.

Remind speakers that all the conference sessions will be recorded. Again, planning can help. Wireless lavaliere mics allow the speaker to move around the room and connect more easily with attendees.

The challenging part comes during Q&A, because the questions need to be recorded too. That means the questioner must speak into a microphone. An extra wireless hand mic makes that easy.

Steps to follow for recording questions:
1. At the beginning of the session, tell attendees when and how questions will be handled (any time, only at breaks, at the end, etc.)

2. Tell attendees that because the sessions are being recorded they must ask their question using a microphone. If they have a question, raise their hands and the session host will come to them with a mic. The speaker can also reinforce this by not responding until the questioner speaks into the mic, or saying, "Let's wait until you have the mic."

3. Don't give questioners the mic. The session host should always hold the mic and remember to point it at the mouth of the person who is speaking. This will help rein in ramblers.

4. Model desired behavior and enforce these rules. I guarantee someone will say, "It's OK; I have a loud voice. I don't need a mic." Speakers should smile and say, "Wait for the mic please."

So let's review what we have covered:
1. Session content should be organized with a clear Introduction, Body (3 main points) and Conclusion

2. Each session should deliver what the brochure description promises and include relevant, practical takeaways that attendees can apply when they return to work

3. Visual aids (slides and handouts) should be clear and concise, supporting what the speaker says

4. Speakers will be most effective if they have practiced delivering their material (with and without their coach) and made a plan for time management

Reminders:
1. Self-promotion or overt selling is not permitted in conference sessions. Speakers may include contact information on the last slide/page of their presentation.

2. Complete session drafts are due to speaker coaches for review by June 18. Speakers must present a "dry run" by phone to their coach by June 28.

3. Final materials must be submitted to conferenceproposals@qrca.org by September 11.

