Presentation and Media Tips for Advance Care Planning

Part I:  Developing your Presentation or Interview

Create a checklist of your key points

· Describe three or four important points that you wish to discuss.

· Identify three or four controversial or negative points that may arise during your interview or presentation.

· Highlight a recent news story, fact or statistic to support your key points.

Customize your presentation or interview for the intended audience

·    Determine the type of audience that will benefit from your presentation or interview.
·    Ask how much time you have to make your presentation or interview.
· If you do not speak in public often, remember to rehearse in front of a colleague or friend; practice speaking clearly and effectively
Prepare copies of your key points to hand out
· Along with key points, a brief list of any confusing terms, jargon, or acronyms that might be used in your presentation may also be helpful. 

· Have your biography and contact information available.

· For the media, prepare a folder or kit that includes a general news story, fact sheet, terms, common questions, etc. (5 items would be ideal).

Use visual/audio aids with care

· Keep visual aids simple.  If you use slides in your presentation, keep the number of slides to a minimum – less is more.

· Make sure you test your A/V equipment prior to your presentation; ask if you need to bring your own equipment or whether equipment will be provided.

Create a memorable moment or phrase

· If possible, sum up one or two of your key points in a “catchphrase” or “soundbite” that will stick in the audience’s mind so they can easily remember your points.
· Repeat your key points during the interview or presentation
Part 2:  Conducting your Presentation or Interview

Communicate with the audience

· Begin the presentation with an overview of your discussion points.

· When possible or appropriate, ask the audience a question—and try to elicit responses.  This could be as simple as posing a problematic situation and asking the 


      audience members how they would resolve it.

· Repeat questions when they are asked.

Stay on message

· When your audience or interviewer asks you questions, try to find ways to “bridge” your answers to other topics that you want to discuss with transitional phrases.

· Keep your presentation on topic – don’t get bogged down in details.

· In an interview situation, try to gear the conversation toward “news,” emphasizing compelling facts or statistics, the timeliness of the topic, and why your issue is important to the public.

Correct incorrect statements

· Correct the statement politely with a one or two sentence explanation, then move on to one of your discussion points.
Be straightforward

· Don’t “beat around the bush” on uncomfortable subjects; try to find a way to discuss them in a candid way.  This will build your credibility with your audience.

Make yourself accessible

· Include your contact information on anything you hand out to your audience.  Invite audience members to contact you for more information. With a reporter, offer to keep him/her posted on latest developments, and suggest story ideas for the future.

You are the “expert!”

· You are the one who knows your topic best.  Don’t get thrown off by difficult questions.  

· If you don’t know the answer to a question, be honest, and tell the person you will get the information to them later—and then follow through with a phone call or an email.
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