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Ways to Get the
Most Out of This Book
1

Highlight the Key Ideas
◆ Use colored post-it-note flags.
◆ Dog-ear the pages you like the most.
◆ Use a fluorescent highlighter.

2

j

Create Visual Tools or Mind Maps
On a large sheet of paper, map out the key ideas graphically. Start with the
topic in the center, and add branches like a tree to represent secondary topics. Color in key ideas, and personalize it with simple illustrations.

3

Use Index Cards
◆ Using colored index cards, color code ideas and topics for easy
organization.
◆ Write “Today’s Idea” at the top of each card and then include one idea
or strategy per card.
◆ Bring the cards with you to your presentations and use ideas as needed.
◆ Keep the card with “Today’s Idea” on the top of the rubber-banded stack.
◆ On the flip side of the card, record results and suggestions for the next
time.

4

Use Poster Paper
◆ Take three ideas and write them out on a sheet of flip chart paper.
◆ Post them at the back of the room at your next presentation.
◆ The participants will most likely never see your “cheat sheet,” but it’s
okay if they do. It’s additional reinforcement.

5

Use Partners
◆ With a partner, colleague or presenting buddy, discuss your ideas before
and after you try them.
◆ Troubleshoot the idea and brainstorm what would make it better.
◆ Debrief it afterwards.
iv
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Powerful Research
Questions to Ask
About Your Audience

The best way to insure your presentation will meet the needs of your audience is
to find out about them. The following questions will give you a framework for this
important aspect of your presentation:
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆
◆

What will the mind-set of the learners or audience likely be?
What do the learners already know?
Will your participants’ place of employment likely support your ideas?
Has your topic been “set up well” or has it been “contaminated?”
What does the audience bring to the topic?
What is the prime reason the learners are there?
What do members of the audience have in common with each other?
What is the age and gender breakdown of the audience?
What are the participants’ expectations of quality?
Who will be your inside contacts?
Did your audience volunteer or is attendance required?
Will lunch be provided in house or will they go out for it?
What is the average experience of your audience members?
What are the likely biases, the beliefs, and prejudices of your audience?
What will the likely circumstances be?
How much time is allotted for your presentation?
Can you go a few minutes over the allotted time if you need to?
What is the common vocabulary or slang you ought to avoid?
What resources do you have available?
Is anyone else speaking before you? Who? What is their topic?
When can you get into the room to set up?
What are the logistics of location, parking, traffic, time frames?
The more questions you ask and the better the quality of questions you
ask, the greater the likelihood you’ll discover what you really need to
know for success.
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Principles for
Designing Presentations
1

Climate Before Content

Unless your participants feel good in the learning environment, learning will either
be impaired or contaminated. Specifically, remove any and all forms of threat and
any excessive stressors. Help learners feel valued, cared about, included and special. Ensure everything in the environment from plants to procedures has a positive purpose and speaks to the dignity of the learner and the joy of learning.

2

Each Learner is Unique

Do you provide an experience first and then label it? Or do you label an experience first and then experience it? Do you use the 4-MAT learning styles model,
Dunn and Dunn, Herrmann’s, or that of Gregorc? What about visual, auditory and
kinesthetic modalities or multiple intelligences? Every one of these ways will
work—for some learners. The key is to provide a wide variety of learning choices.

3

Emotions Drive the Process

It is emotions, not logic, that drive our attention, meaning-making and memory.
This suggests the importance of eliciting curiosity, suspense, humor, excitement,
joy, and laughter. Each participant’s efforts should be acknowledged and learning
should be celebrated each and every day.

4

Orchestrate Models and Maps

Models give us our procedures, options, processes and pathways for long-term
success. Individual content may be interesting to some and may translate to good
scores on a test. But human understanding is dependent on content maps that lay
out the territory. These are the wider patterns of learning, not the isolated facts.
Make sure your participants leave with the experiences, knowledge and skills that
assist them in building appropriate maps and models. These are the lifelong gifts
that make your presentation worthwhile.

5

All Learning is State Dependent

We all have highs and lows, moments of anticipation, frustration, hope, apathy,
hunger, and hundreds of other states. Each state mediates and influences the invitation and meaning of learning. As the leader, make it your responsibility to elicit
productive states for learning every time. When it’s appropriate, teach learners how
to manage their own states so they’re empowered to take care of themselves.
2
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Questions to
Ask before You Plan
Your Talk

1

What events should you avoid bringing up?

2

Are there names of previous presenters you should use or avoid?

3

How many years of experience does your average attendee have?

4

What are their likely fears and prejudices?

5

What common vocabulary or slang should you avoid?

6

What will the mindset of the audience likely be?

7

What do your learners already know?

8

What happened on their last training or retreat?

9

Is there anyone that the audience respects that you can refer to?

10

Is there anyone speaking prior to your presentation?
What are they likely to say? How might they impact your talk?
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