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			Book Presentation: Winning Presentation In A Day by Rhonda Abrams

			Book Abstract

			Main Idea

			Putting together a powerful and persuasive presentation is a challenge, but if you’re organized and structured in the way you approach this task, you really should be able to put everything together in 24-hours or less. Those 24-hours don’t even need to be consecutive but can be broken down into smaller parcels of time if needed.

			The real key to being effective in this area is to work to a plan. Have a clear mental picture of what’s required and then fit all the pieces together as quickly and efficiently as possible. Doing this eliminates wasted effort running around in circles and also any unnecessary steps which may drain your time, energy and resources.

			“Sooner or later, everyone has to give a presentation. In business, this might take the form of a sales call, a briefing to a department head, or a report to clients. Perhaps you’ve been asked to participate on a panel at a conference or to give a keynote speech. If you’re presenting your business plan to investors, seeking a loan, or trying to land a major client, your company’s future might depend on your presentation. If it’s a winning presentation, it will persuade your listeners to share your point of view, and you’ll achieve your objectives. Presenting is a skill you can learn and continually improve by knowing some simple techniques and understanding the most effective ways to choose and organize your content. Naturally, the more you present, the better you’ll get.”

			– Rhonda Abrams

			About the Author

			RHONDA ABRAMS is a syndicated columnist, author and public speaker. She has owned her own consulting firm for more than fifteen years specializing in working with entrepreneurs and small business owners. Her weekly newspaper column, Successful Business Strategies, is published in over 130 newspapers and magazines having a combined readership exceeding twenty million. She is the author of five books including The Successful Business Plan: Secrets & Strategies and Business Plan in a Day. Rhonda Abrams is a graduate of Harvard University and UCLA, and has personally founded three successful companies.

			The Web site for this book is at www.planningshop.com.

			Important Note About This Ebook

			This is a summary and not a critique or a review of the book. It does not offer judgment or opinion on the content of the book. This summary may not be organized chapter-wise but is an overview of the main ideas, viewpoints and arguments from the book as a whole. This means that the organization of this summary is not a representation of the book.

			Summary of Winning Presentation In A Day (Rhonda Abrams)

			Preparation Checklist

			Giving a successful presentation starts well in advance of when you actually stand to deliver. First you need to prepare thoroughly and in fine detail. Knowing exactly what you will be facing during your presentation will help you save time, build your confidence and avoid unexpected glitches.

			Decide on an appropriate topic and a dynamic title.

			To start preparing your presentation, clarify what exactly the people who are inviting you to present expect you to talk about. Perhaps this may seem obvious but take the time to consider:

			
					What does your audience already know about this topic and which aspects have the greatest impact on them.

					What level of detail will they be expecting you to go into? Or put another way, what is their anticipated attention span?

					What information do you want the listener to walk away with?

			

			Once you know your topic well, you can then try and develop a title which will inject some personality. Come up with something which will pique their interest even before you get started:

			
					“Third Quarter Results: Exceeding All Expectations”

					“Six Sure-Fire Ways to Lose a Sale!”

					“Bytes into Dollars: Turning Web Site Visits into Sales.”

			

			Select what type of presentation you’ll give, and to whom.

			Presentations come in loads of different formats:

			
					Keynote speeches – where one person is presenting to a large audience in a theater setting.

					Seminar/Workshops – where small- or medium-sized groups expect some hands-on involvement.

					Panel discussions – where panel members are given time for brief remarks and then answer questions.

					Reports – where you are expected to update others in your organization about what’s happening.

					Sales pitches or product demonstrations – where you’re persuading listeners to buy your product or service.

					Business plan presentations – where you’re endeavoring to secure funding from investors or lenders.

					Motivational speeches – where you’re attempting to persuade or inspire an audience.

					Conferences – where you want to share information.

			

			In order to prepare intelligently, you’ll need to decide right at the outset what type of presentation you’ll be giving, who your likely audience will be and what their general level of background knowledge will be. If you also know how many people will be in the audience, you can determine what level of formality and interactivity will be most appropriate.

			Your presentation format will also dictate the amount of audiovisual equipment you can use. If you know whether you will be presenting by yourself or with others, that will influence the level of preparation you need to put in. If it is a highly structured situation like a presentation to venture capitalists, you’ll know in advance time is very tight and a high level of professionalism will be required.

			Set the time and venue parameters.

			In addition to knowing how much time you have available, it’s also important to find out when you’ll be giving your presentation. An audience generally is alert and full of energy in the morning. If your presentation is scheduled for right after lunch, you might want to increase the level of audience participation to capture and retain attention. In these circumstances, a quiz or some kind of actual demonstration may be far more productive than a straight presentation. Think about the context in which you will be giving your presentation.

			The venue also influences your presentation to a significant degree. Find out right at the outset:

			
					How large the presentation space is going to be.

					How the room will be arranged.

					Whether people will be sitting at tables or in chairs.

					Whether or not you will be able to move around as you interact with listeners.

					What type of audiovisual equipment will be available and appropriate.

					Whether you need to bring your own presentation equipment or simply use what is installed at the venue.

					Whether you’ll need to use a microphone, and if so, what type it will be.

					Whether or not you can use handouts.

					Whether you need to submit your material in advance for inclusion in the event program.

					The name and contact details for the person you will be coordinating everything with.

			

			Gather all the information you want to use in the presentation.

			Once you’ve clarified exactly what needs to be achieved with your presentation, you can then get to work gathering all the information you’ll need. Take comfort in one simple fact – you probably have been asked to give the presentation because you know more about your subject than most everyone else knows. It’s probably on a topic you’ve already been working on for quite some time. So it’s probably more likely you’ve got to figure out what to leave out than it will be to worry about finding enough information.

			As you start gathering the information you might use, keep in mind you want to make your presentation matter to the audience. Consider what lingering impressions you want to generate and what you ideally want everyone to do after hearing you. To do this effectively:

			
					Think about your core message – the one-line statement which sums up your presentation. Come up with a core message which is dynamic, concise and memorable. This core message will be the heart and soul of your presentation, so consider it carefully.

					Once you have settled on a core message, think of three key supporting arguments – three key points which once people agree with, they will reach the same conclusion you have. The bulk of your presentation will be dedicated to delivering these supporting arguments.

					Decide on your call to action – what you want the listener to do as a result of hearing or participating in your presentation. Let people know exactly what you expect.

			

			Presentation Structure

			All winning presentations tend to have a common structure:
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			This structure can also be put another way:
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			A good strong opening for your presentation lays the foundation and sets the tone. It’s during the opening everyone in the audience decides whether they will pay attention and whether or not you have something important to say. You’ve got your best shot at capturing everyone’s attention when you begin your presentation so plan on making the most of that small window of opportunity.

			A strong opening typically contains three elements:

			
					A hook or attention-getter – something which gets the listener to perk up and pay attention. Effective hooks come in all kinds of shapes and sizes, and may contain:	A highly topical news item.

	An intriguing or surprising statistic.

	An amusing personal anecdote.

	A warm, emotional human interest story.

	A thought provoking question.

	A strong appeal to a shared area of interest.


“$745,000. That’s the amount of money our company wasted last year on outside consultants who were solving problems we should have been able to handle internally. And that doesn’t even include the amount of employee down-time which slipped away while we sat and waited for these consultants to come in and fix our problems. If we had shared that $745,000 among all our employees as bonuses, that would have meant an extra $25,000 in your own pocket which could have been used to buy that new car you’ve been thinking about, or even to take your family on an incredible vacation to the Caribbean.”


					The reason for your presentation – why you’re giving this presentation and how it relates back to the opening hook. In this statement, you’re demonstrating you understand what this means to the listener and previewing your future call to action.“In the next 30-minutes, I’m going to show you how we can save thousands of dollars for our company by reducing our dependence on outside consultants. Ultimately, this will have the impact of increasing our bonuses.”


					Your core message – the sound bite you want your listeners to remember. Over the course of your presentation, you want to state and restate this core message at least five or six times. By consistently rephrasing this core message, you’ll reinforce it. This is what you want the listener to use when he or she explains what the presentation was about to their friends.“Our new internal sourcing program will save our company money. It will also offer us an opportunity to build our skill sets so we can tackle bigger and more lucrative projects in the future. By working in with this program, we create a win-win situation for us personally and for the company as a whole.”
“Your delivery might be superb, your PowerPoint slides stunning, but none of that will matter if you don’t have clear and compelling content. It’s your content that convinces your audience to share your point of view and motivates them to take action.”
– Rhonda Abrams
“When you get up in front of a room, you’re the expert. But that doesn’t mean you have to know absolutely everything there is to know about the topic you’ll be presenting on. After all, you were asked – or you requested the opportunity – to give a presentation because you have information to share with your audience. So relax; you almost never need to go out and do a lot of research to prepare for a presentation. Since you’re already well informed about your subject, the key issue when it comes to content is deciding what to include and what to leave out.”
– Rhonda Abrams
“Listeners pay a lot more attention to a presentation when they can relate to your content. As you develop your presentation, include information that hits home with your audience. Use examples, data, or an opening hook that reflects their day-to-day reality. Your audience will feel like you are speaking directly to them and understand the issues they face.”
– Rhonda Abrams
“Your core message is the heart of your presentation. It will be the foundation for everything else you say. Make sure every other element of your presentation supports it, enhances it, and makes it memorable to your listeners. Since you’re going to be repeating your core message a number of times throughout your presentation, you may be concerned you’ll bore your audience. That’s unlikely. It takes many repetitions before a message will sink in.”
– Rhonda Abrams
“Rather than just being a formless flow of facts and figures, winning presentations have a shape. Clear organization gives your content a framework that lets you build a solid case for your core message and call to action.”
– Rhonda Abrams
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			The body of your presentation is where you present the facts, figures, examples and illustrations which support your core message and lead naturally to your call to action. Plan on presenting three main rationale, with each of these rationale having three supporting points or pieces of evidence. Ideally, this material should be so convincing your audience can’t help but draw the same conclusion you have.

			Keep in mind the body of your presentation is where your audience is most likely to drift off, doodle, play with their PDAs or simply stare blankly out the window. To counter this, each of your rationale need to pack a punch and be interesting. Audiences can only absorb so much information so limit yourself to three pieces of evidence for each of your rationale. Any more than that will make it hard for people to decide what’s important and what’s not.

			To ease the flow from one idea to the next, you also need to provide transitions which the audience will relate to. These don’t need to be too clever to be effective, and will usually consist of short and simple phrases.

			“The program I am putting forward for you to consider today will benefit our company in three tangible ways. First:

			(Rationale #1) “Building our internal competencies would save our company money right from the outset. This is based on three key pieces of data which most everyone will readily agree with:

			
					“Outside consultants typically charge at a rate of $100 per hour, sometimes more. I would be quite safe in concluding there are very few people in our company who wouldn’t mind being paid $100 an hour. By doing this work ourselves, we will be saving our company substantial money”.

					“Everyone in the company is aware the bulk of the consultants who work with us end up recommending we purchase more services from their own companies in the future. By avoiding involving outside consultants right from the start, there is less pressure to buy follow-on products or services which we probably don’t need.”

					“It’s fair to say we don’t do things the same way other companies in our industry act. Our way of looking at things is part of our competitive advantage. Yet, almost without fail, the suggestions which outside consultants put forward encourage us to do the same things everyone else is doing. If we follow their advice fully, we will end up diluting what makes us great. I’m sure you will agree with me it’s time we stopped this.”

			

			“The second key advantage of the suggestion I am making today is our own productivity will increase as we do more things for ourselves.”

			(Rationale #2) “A better-trained and more experienced staff will in the years ahead increase both the productivity and profitability of our company. Why is that reasonable to expect? There are three quite obvious reasons:”

			
					“When employees are better able to assist customers, studies have shown repeat business increases because customer loyalty is enhanced and strengthened. We will sell more to our existing customers.”

					“As employees up-skill themselves through the projects they get hands-on involvement with, they will be able to overcome problems more readily. This will allow our company to spend more time making money and less time addressing internal issues.”

					“It’s reasonable to anticipate these initiatives will generate greater employee confidence and higher job satisfaction. That should translate into less staff turnover which will save the company the money which would otherwise be spent on getting new people up to speed. It will also result in a more stable company.”

			

			“The third and potentially most important advantage of this program is we will be better able to respond to changes in the marketplace.”

			(Rationale #3) “As many of you have heard many times before, change is a constant in consumer marketplaces. By positioning ourselves to respond to those changes internally rather than using external consultants, we will be positioned advantageously. This conclusion is based on three observations:”

			
					“Whenever we hire a new consultant, it takes quite some time for them to get up to speed on our markets before they can start making worthwhile suggestions. That slows us down when we need to respond quickly.”

					“By involving consultants in making changes, the people in our organization feel less personally responsible. Instead of being personally proactive, we tend to think we’re paying this guy big money to come up with some suggestions, so let’s wait and see what they come up with first. Again, this slows our responsiveness to the market.”

					“Due to the fact we spend all day every day in the marketplace, we actually have fine-tuned our information gathering systems quite well. That usually means our suggestions are practical and workable whereas consultants tend to come up with ideas which sound good in theory but end up being unworkable in practice. By focusing more on enhancing the quality of our internally-generated ideas, we will end up being more aligned with the marketplace.”
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			To close your presentation effectively, you need to review exactly what you want the audience to remember and be explicit about what you want them to do. If you close by issuing a figurative call to arms, you end strongly rather than merely running out of steam. Bring focus

			
			
					Review your main rationale – but be careful to be brief on this review. People have just heard you go through these points in detail, so you simply want to remind them of all the points you have covered.

					Restate your core message – directly and unambiguously. By this point there should be no confusion about what you want them to remember. Be direct and emphatic.

					Issue a call to action – something specific you want the audience to do about what they’ve heard. This needs to be very selective and spelled out in enough detail so everyone knows what is expected. A call to action may include:	Some next step you want listeners to take.

	Something you want listeners to feel.

	Something you want listeners to think about in the future.

	Something you want listeners to remember.




					Link back to the opening hook or attention-getter you used – so you in effect bring your presentation full circle. Doing this gives listeners a sense of completion.

					Finally, thank your listeners – for their time and attention. If appropriate, thank the organizers for the opportunity to talk with the group. Keep this direct and simple, however, because you want people to remember your core message and your call to action rather than the name of the person who helped you set up the projector.

			

			
			
			
					The best humor is relevant – it ties in with either your topic or you as a presenter.

					Never use sexist, racist or off-color jokes – because you’re trying to give a business presentation. Your objective is to influence people, not to try and offend as many people as you possibly can. Racist or sexist jokes may even be illegal.

					The safest kind of humor is where you poke fun at yourself – although you want to do this without undermining your sense of authority. People will love to learn you don’t take yourself too seriously.

					Don’t get carried away – and think you need to be a comedian. An opening joke can break the ice but then get down to business.

					Know your personal limits – meaning if you’re not naturally funny or witty, don’t try to be funny in your presentation. Be true to your own style and preferences.

			

			
			
			
			
					Develop a strong and vibrant delivery style.

					Achieve the right degree of audience involvement.

					Work smoothly with your visual aids.

					Use presentation software like PowerPoint professionally.

			

			Develop a strong and vibrant delivery style.

			
			
			
					Think about your vocal delivery style – and decide in which areas more practice is required. To come across professionally when delivering a presentation:	You must speak loud enough to be heard clearly.

	You need to pronounce your words clearly.

	You need to speak at a comfortable pace for the listener.

	You must be aware when to speed or slow for emphasis.

	You need to speak in a natural voice tone.

	You must project certainty and confidence.




					Evaluate your body language – because this has a huge influence on whether you are communicating confidence or insecurity. To this end:	Get into the habit of standing up straight when you speak. Avoid leaning on anything or fidgeting. Act authoritative and engaged as you speak.

	When you do move around the stage, move purposefully. Use your movement to punctuate key points and signal when the audience needs to pay attention.

	If you’re sitting at a table with other panel members, sit up straight or lean slightly forward. Look at other people as they speak.

	Maintain good but not overbearing eye contact with your audience.

	Use your gestures to add emphasis, provide visual interest and make you appear relaxed and confident.




					Choose your clothing deliberately and carefully – to take into account factors like:	The location of your presentation.

	How the members of the audience are attired.

	The type of presentation being given.

	The time of day and day of the week.

	Regional preferences for formal or casual attire.

	The time of the year.




			

			Achieve the right degree of audience involvement.

			
			
			
					Ask for a show of hands as a quick way to take a poll

					Ask audience members to share personal experiences which relate to your topic.

					Ask for volunteers from the audience to participate in a demonstration or role play.

					Incorporate a question-and-answer session in your presentation, usually somewhere near the end.

			

			
			
					They allow you to demonstrate your expertise on your subject.

					They provide an opportunity for you to build rapport with the audience.

					They help you as a presenter gauge whether the audience has understood your message.

					Questions-and-answers can provide you with valuable feedback which will help you improve your presentation next time around.

			

			
			
					You may be asked a question you simply don’t know

					Questions-and-answer time may give someone who wants to undermine your authority a platform to work from.

					Members of the audience may end up making long, rambling statements rather than asking questions.

					The Q&A session may close your presentation on a sour note rather than on the upbeat mood you have worked hard to create.

					People may seize on this as an opportunity to try and extract from you proprietary or confidential information.

			

			
			
			
					Always follow a three-step process – meaning when someone asks you a question:	Listen to the question carefully and repeat it out loud so everyone can hear the entire question.

	Allow yourself a few seconds to gather your thoughts. Don’t feel like you have to immediately respond but think about what you want to say.

	Answer the question directly and concisely and then call on the next person.




					If you’re asked a question you don’t know the answer to – admit this openly and candidly. Ask the person to e-mail the question to you and promise you’ll look up the information and respond with factual information rather than taking a blind stab at an answer.

					If you’re asked an aggressive and hostile question – assume there is little chance you’ll be able to persuade that person to actually change their mind. To limit the negative impact of the question, rephrase it in terms which are slightly more favorable to you. Then go ahead and actually answer your restated question rather than the original hot potato.

					Practice beforehand – by developing some hostile questions and thinking about how best to handle them. You should also put together a few ideas on what to say if everyone is too shy to ask questions openly. A good way to get the ball rolling is to say something like this: “One thing many people have asked me in the past when I’ve given this presentation is...”

			

			
			
			
			
			
			
			
			
			Work smoothly with your visual aids.

			
			
					Speaker’s notes and prompt cards.

					Microphones, projectors and laser pointers.

					Flipcharts or whiteboards.

					Transparencies.

					35mm slides and projectors.

					Physical props.

					Video and audio equipment.

			

			
			
			
					They can concentrate on what you’re saying rather than having to take notes.

					If distributed beforehand, the audience can arrive better prepared and geared up to participate in discussion.

					Detailed data can be shared.

					Your listeners will have better recall of what you’re saying if you reinforce your message with handouts.

			

			
			
					Handouts can spill the beans on the key points you wanted to make during your presentation.

					Listeners may spend less time listening to your spoken remarks because they are flipping through your handouts.

					Some people will figure they might as well leave early once they have the handouts.

			

			
			
			
			
			
			Use presentation software like PowerPoint professionally.

			
			
			
					Message – keep in mind what you have to say is the most important part of your presentation, not what you have written on PowerPoint slides. This is definitely an area where less is more. If you limit the amount of information you embed into PowerPoint and use it instead to supplement and highlight what you’re saying, you stand a much better chance of persuading your audience to accept your core message.

					Moderation – which simply means don’t go overboard with all the bells and whistles available in PowerPoint. Nobody is grading you on how many PowerPoint features you can cram in. Instead, you need to be judicious and selective. Use as few slides as possible, and keep them very simple. Your slides should inform and emphasize rather than distract. Resist the temptation to have a PowerPoint slide for every point you want to make. Instead, give the audience time to listen to what you’re saying.

			

			
			
			
					Include titles on each of your slides which convey to your audience what you want them to think.

					Choose a font which is the most easily readable, not on the basis of whether it is exotic or not. And once you choose a font, stick to that font for all your slides. Never chop and change.

					Select color combinations which are high contrast. At most, use one or two colors for the background and one or two colors for the text. Keep your color scheme consistent right through your entire presentation.

					A good rule-of-thumb is to show a maximum of two slides per minute of your presentation. If you go any faster, people won’t have time to take in what you’re saying.

					Decide in advance where you will stand during your PowerPoint presentation. It’s best to stand to one side of the screen, although there is a natural tendency for speakers to gradually drift in front. Watch for that.

					Be careful you don’t end up in complete darkness while your slides are being projected. There still needs to be some light on you as the speaker as well.

					Don’t point at your slides. You need to be the focus of your presentation, not your slides. It’s fine to indicate features on your slides using a laser pointer, but this becomes tiresome when done to excess. Point sparingly if at all.

					Give some thought to how your slides will be advanced while you’re speaking. Ideally, you should have a remote so you can do this from the podium. If that’s not feasible, have someone else sit at your computer and advance the slides when you tell them to. Don’t get trapped immediately in front of the screen.

					Make your final slide memorable. It will probably stay on during questions-and-answers so you want a slide which reinforces your core message. Alternatively, it’s also acceptable to have a final slide which has your name, company and contact information on it.

					Always keep reminding yourself your PowerPoint slides are there for the audience, not for you. Your slides are not meant to be your notes and you should not simply read from your PowerPoint slides. Instead, use slides to reinforce what you’re saying and create some vivid visual images.

					If you’re planning on using a PowerPoint presentation, always arrive at your venue early and sort out your equipment well in advance. The majority of presentation problems can be solved if you have enough time to deal with them. If you arrive just five or ten minutes before your presentation is due to begin, it’s much less likely you will be able to fix it.
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