Even when you have a “Signature Talk” or a set of topics that you offer for most every event,
you never want to deliver an “off the shelf” presentation.

Every presentation should be customized for the specific audience in the room.

This means, you need to know some things about the event and the audience of your upcoming
event so that you can provide that custom experience.

Here are questions to ask the meeting organizer before you head off to prepare and practice
your presentation for them. Use these as a guide to help you get as much information as
possible. Some of these you will know the answer to from the initial speaking inquiry and some
will get answered in initial casual conversations.

About the Overall Event

Why is your group gathering? (conference, sales meeting, state-of-the-company, celebration of
milestone...)

What is the name and/or theme of the event?

How many people will be at the entire event?

How many sessions will be going on while my session is happening? (if this is a breakout session
or workshop)

Who do you expect to be in my session? (roles in the organization, gender if relevant, etc.)

What outcome do you as the organizer want out of my session? What would delight you if |
delivered?
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About the Audience

What outcome will the participants want from my session? What would delight them to get out
of it?

How will the participants use the outcomes of my session in their lives after the event? How will
their life be better because they have this outcome?

What might the participants resist about my session topic and content?

What should | know about your organizations values and culture to help me provide the best
possible experience for your group?

May | have the names and contact info for 3 — 5 people who will/may be attending my session
so that | may ask them about their needs and wishes for the event? This helps me create the
very best experience.

About the Speaking Room Set Up

How will the tables be set up? May | ask to have them moved into another position and will
there be time between sessions? (if relevant)

Will there be a projector and screen in the room?
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Do you provide a laptop with my slides pre-loaded? (if relevant)

How far in advance do you need my slides and handouts?

Do | provide my own handout copies or will those be copied and provided at the event?

Will there be a white board, pens and erasers in the room? (Also ask about other supplies you
will need, such as flip charts and pens, sticky notes, paper etc.)

Will there be an AV person on site for any technical issues that may arise? (helps you decide

just how media dependent you want to be)

About Connecting with Attendees afterward

Are you okay with me sharing my contact information via a slide or on a white board?

May | pass out branded items/gifts (pens, post-it notes, folders etc.)?

May | invite attendees to join my email community via a free gift email opt-in offer?

Will I have a table in the room — or just outside — where | can point them to find me later and
also check out my book or other offerings?
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May | mention my services and invite for free strategy sessions (if relevant)? Be sure to reassure
them that you absolutely do not believe in that icky “selling from the stage” approach and this
is a gentle, completely non-salesy invitation at the end of the session.

(NOTE: It is possible that the meeting organizer will answer all of these questions before you
have a chance to ask them. Sometimes they make a sweeping statement like: You are welcome
to have a table with your materials and other goodies available to pass out after your session.
OR, they may say “We do not allow any mention of your services or other even subtle
marketing or advertising, including branded pens and other supply materials.” If you need
clarification, though, don’t be afraid to ask. Then honor their wishes if this is a gig you still want
to take on.)

About compensation and logistics

How do you prefer | send my invoice? (email, mail?) How will you be paying the deposit to hold
this spot on my calendar? (Or you may just let them know how to expect your bill.)

Will | be picked up at the airport or do | take a taxi or rent a car?

Are you reserving my room or should | do that (assuming they are covering the room cost, often
this gets handled inside their “block of rooms” for the event.)

What is the attire for the opening night party and the after-event? (Sometimes these are extra
fancy events and sometimes they are adventurous and very casual. These aren’t usually events
you are required to attend, but if you are inclined they can be a great opportunity to make
richer connections with people. | sometimes go, and sometimes do not.)
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You may want to ask for one additional night compensated at the hotel, depending on your
times zones and your own energy. | do not like to stress about making my flight and | am often
completely spent after an event, so I like to have that night to just snuggle into the cozy hotel
bed and watch mindless movies before | head back home. Think that through for yourself. | have
had excellent luck having these extra nights covered by meeting organizers.
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