Sample - Speaker Tips

Speaker Tips

(Insert Name) is committed to working with speakers to present the best possible programs for our members.   This sheet is provided to give you more information about (INSERT NAME) PRIMA members and their expectations.    We hope this will be helpful as you prepare for your upcoming presentation.

· Be aware that your audience will be diverse.   Our members represent cities, counties, school districts, water authorities, state agencies, and other governmental entities – some large and some very small.   Keep in mind that some entities do not have the financial resources that others enjoy, so make sure to give examples that all can use.

· Participants are looking for practical, useful information rather than theoretical models.   Evaluations reveal that meeting attendees prefer “how-to” information that can be put into practice instantly upon returning to their offices.

· Be specific.   Use numbers and examples that are understandable and meaningful.

· Explain the meaning of any jargon used in your presentation.

· Talk about your challenges, and how they were solved on the way to your successes.   The process itself is educational as well as the result.

· Make your presentation active.   Rather than simply reading the materials from handouts or PowerPoint presentations, involve the audience when appropriate to keep the session lively and interactive.

· Feel free to use slides, PowerPoint, flip charts, or other tools that will complement your verbal presentation.    (Notify (INSERT NAME) PRIMA well in advance of your presentation if you need assistance with AV or other presentation tools.)
· Please leave time for questions at the end of your presentation by ending at least 10 minutes before the end of your session time.   (Feel free to take questions during your presentation also, if you are comfortable doing so.)    Keep your answers brief and on topic.   To keep the Q & A moving, ask the persistent questioner to see you after the session.

· Stick to the time schedule.   Begin on time and stop at the end of your time.

· Practice your session.    Audiences know when a presenter is unprepared.

· Provide useful handouts.   This allows attendees to focus on your presentation, rather than on note-taking, during the session.    When appropriate, include forms, lists of resources or resource persons, or other information that complements your presentation.

· Have fun!    This is a wonderful group.  They are anxious to discuss new ideas and to learn from your experiences.

Thank you for sharing with our members!

