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ANALYZE THE AUDIENCE

How many will attend?


Who are they?

- Employed by

- Member(s) of

- Job titles

- Organizational purpose, etc.


What are their physical characteristics?  What are their cultural backgrounds?
- Age

- Sex

- Fitness

- Language of choice


What is their reception/retention ability?
- Time pressures

- Education

- Training

- Rank or position


Anticipated attitudes toward the briefing?
- Eagerness

- Resentment

- Curiosity

- Apathy

- Heard-it-all-before

- Anxiety


Personal interests?
- Leisure choices

- Solo or team player

- Read/hear/do, learning/action preferences


Professional needs?
- Quick fix

- Long range plan

- Money/power

- Training

- Stress reduction


What will motivate them?
- Saving time/money

- High performance ratings

- Recognition

- Helping others

- New learning

- Change

- Pleasing clients/customers
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OBJECTIVE(S) AND AUDIENCE BENEFITS

OBJECTIVE(S) - WHO, WHAT, AND WHEN?



AUDIENCE BENEFITS

(Why they should listen, agree, and/or do what you want.)
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PREPARE FOR OBJECTIONS

(Anticipating possible objections, preparing answers.)

Possible Objection:
Answer to Objection:
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DESCRIBE THE BRIEFING FACILITY

What to consider:
Your notes/answers:

1.
How many will attend the briefing?



2.
Where will the briefing be held?


- Contact at location


- Phone number


- Hours


- Directions to location


- Parking, security


- Size of room


- Shape of room


- Lighting and outlets


Furniture:


- Type and amount


- Setup (Can it be rearranged?)

Accommodations for disabled?


3.
Date and time of briefing.



4.
What audiovisual aids can I use?


- Computer/software


- Chalkboard/white board


- Overhead and screen


- Chart and easel


- Slide projector and screen

Is the equipment available on site?

Is a technician available on site?
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KEY POINTS, SUPPORTING POINTS, AND VISUALS

Key point #1:


Sub-points:


Visual:



Key point #2:  



Sub-points:


Visual:



Key point #3:  



Sub-points:


Visuals:



Key point #4:



Sub-points:


Visuals:
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OPENING HOOK AND SUMMARY/CONCLUSION

Word-for-Word Opening Hook





















































Word-for-Word Summary/Conclusion
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CHOOSING VISUALS - HANDOUTS

Advantages
Disadvantages

•
Can be distributed before, after, or during the briefing.


-
If before, they're timesaving.


-
If during, they're timely.


-
If after, they don't interrupt your briefing

•
Audience has information to refer to after the briefing.

•
Audience does not have to memorize information or take notes.

•
Inexpensive and easy to produce.

•
Portable.

•
Everyone has same information.
•
Untimely distribution is interruptive.


-  Audience will read handouts when they    

    receive them.

•
Does not demonstrate actions or behaviors.

General Guidelines for Handouts

•
Title the handout.

•
Use boxes, icons (pictures, symbols, etc.) to direct the reader's attention.

•
Use bold print, underline, capitalize, or vary lettering size to direct reader's attention.

•
Use key words.

•
Use no unnecessary words; keep wording brief.
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CHOOSING VISUALS – EASEL PADS

Advantages
Disadvantages

•
Portable.

•
Inexpensive.

•
Easy to obtain.

•
Record of group's work can be saved.

•
Prepared easel pads are reusable.

•
Pages can be taped up for group referral.

•
A flexible, spontaneous medium.
•
Do not accommodate large amounts of material.

•
Pre-drawn pages take a lot of time.

•
Must turn from audience while writing.

•
Visibility sometimes a problem for audience.

General Guidelines for Easel Pads

•
Make letters two inches high or more for small/medium groups.

•
Leave two inches or more between lines.

•
Use only the top two-thirds of the pad (people in back can't see the bottom).

•
Highlight key points by using:


-
Color.  (Not yellow, pink or orange; they aren’t easily readable.)


-
Shapes.  (Simple.)


-
Underlining.


-
Graphics.  (Drawings or pictures.)


-
Drawing boxes around key points.

•
Leave a blank page between each prerecorded page so the writing on the next chart doesn't show through.

•
Write briefing memory joggers in pencil in margins on visuals.

•
Tab prerecorded pages on sides with tape so you can flip pages easily.
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CHOOSING VISUALS - OVERHEAD TRANSPARENCIES

Advantages
Disadvantages

•
Good for small or large groups.

•
Room can be lit.

•
Quickly produced.

•
Projector easy to operate.

•
Portable.

•
Lots of presenter control.

•
Can produce handouts from overheads.

•
Speaker can face audience, maintain eye contact.

•
Can be made during briefing (with grease pencil).

•
Can reveal parts of message as needed.
•
Quantity reproduction expensive.

•
Requires overhead projector.

•
Image quality less than with slides.

•
Does not reproduce photographs well.

•
Light and glare tiring to audience if overused.

General Guidelines for Overhead Transparencies

•
Use lettering about one-third of an inch high.

•
Use about six lines per transparency, don't crowd it.

•
Use color for impact.

•
Tape transparencies to frames.


-
Write briefing notes on sides of frames.


-
Number the frames sequentially.

•
Lay a pencil on the transparency to emphasize a point.

•
Turn off projector or cover transparencies with black paper during discussions or when making unrelated points.
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CHOOSING VISUALS - VIDEOTAPES

Advantages
Disadvantages

•
Portable.

•
Good choice for modeling behavior or demonstrating skills.

•
Can be shown to group or individuals.

•
Audiences used to getting information/learning via video.
•
Site may not have VCR and monitor.

•
Video gets dated.

•
Contracting or purchasing is expensive.

•
Hard for all members of large groups to see normal sized screen.

General Guidelines for Videotapes

•
Show some action or process happening.  Video is motion.

•
When videotaping demonstrations or simulations, show the action from the performer's point of view.  (The way the person doing it is looking at it.)

•
Make all shots meaningful--related to your message, don't add extras.
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CHOOSING VISUALS - COMPUTERS

Advantages
Disadvantages

•
Can be interactive.

•
Excellent for simulation and spatial relationships.  (3-dimensional, aspects, relationships, motion, connections.)

•
Gives on-the-spot paper record of briefing/group input.

•
Information shared easily with disk copies.

•
Can "keep score" of any percentages, answers, or statistics generated during briefing.
•
Site may not have equipment:


-
Large projection screen, cables, etc.

•
Visibility limited for large groups.

•
Development cost is high.

•
Maintenance high if program gets dated.

General Guidelines for Computers

•
Show movement or connections.  (Otherwise you could have used an overhead or easel pad.)

•
Allow time for the audience to track and absorb the information on the screen.

•
Allow time for the audience to interact.

•
When recording group input, verify meaning with speakers before shortening statements.
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