Planning Guide For Presentations

By Jones Loflin

A/V

· Cordless lavaliere microphone. If not available, or the sound quality of the cordless lavaliere microphone would not acceptable, a cordless hand-held works well.

· LCD Projector/Screen  

Keynotes/Stage Set Up

· Jones is height deprived (5’7”), and is most effective in a keynote-type program if he has a riser on which to stand if no stage/platform is in the room.  It need only be a section 5’ by 5’ or similar dimension.

· If a podium and head table are used which limits his ability to move, you may choose to put the riser in front of the head table area.

· This does not apply to training programs due to his need to frequently interact with the group.

Training Programs/Workshops

· For room set up, round tables or “V” classroom style works best unless otherwise requested.  In “V” classroom style, the tables are set in the normal classroom style except that the tables are slightly angled toward each other (looking like a series of Vs) encouraging group interaction and allowing Jones to more effectively work with the entire group.

· Table in front of the room for materials

· Flip Chart/Markers

· Depending on the size of the group, a cordless lavaliere microphone.

· When completing multiple training programs, it is preferable for Jones to keep the same room, since he will have props and other materials.

Product Sales

· Table set up near the room exit.  If there is a lobby where many of the participants will be before and after the program, the table can be placed there.

· Please do not put the table in an area that would be distracting during the program (i.e. near the front of the room).  Jones is there to provide the best programs possible for your group.  Book sales simply offer the option for others to further explore various ideas/strategies from the program.
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