TRAINERS OUTLINE
Minipresentation Guidelines – Day One


I. Trainer Set-up 

A. Handouts:

1. Minipresentation Guidelines

2. Minipresentation Topic Form

3. Minipresentation Status Form - Day One

B. Supplies:

1. Pen

2. Clipboard (for Minipresentation Topic Form)

3. Thirty-Two Minipresentation Topics (individually printed to be drawn by participant)

C. Miscellaneous: None

II. Introduction (2 minutes)

A. Purpose: To review Minipresentation Guidelines and Status Form with Participants.

III. Content (25 minutes)

A. Trainer to provide Minipresentation Guidelines handout to Participants.

B. Trainer to review Minipresentation Guidelines handout:

1. Topic

a. Review first bullet item with Participants

b. Review second bullet item with Participants

2. Preparation

a. Review first bullet item with Participants

b. Review second bullet item with Participants

c. Review third bullet item with Participants

3. Delivery

a. Review first bullet item with Participants

(1) Reminder: Minipresentation delivery will begin immediately after the participants presentation order is determined.

b. Review second bullet item with Participants

c. Review third bullet item with Participants

d. Review fourth bullet item with Participants

e. Review fifth bullet item with Participants

f. Review sixth bullet item with Participants

4. Questions?

C. Trainer to provide Minipresentation Topics for Participants to randomly select.

1. Trainer to record Participant names next to Topics on the Minipresentation Topic Form.

D. Trainer to provide and review Minipresentation Status Form – Day One handout.

1. Ask Participants to complete the Day One Minipresentation Status Form by

a. Writing their Name and Minipresentation Topic, and

b. Describing the stages for success to deliver the topic they selected

2. Trainer to collect Minipresentation Status Form from Participants.

3. Trainer to inform Participants they will receive their Day One Minipresentation Status Form in the morning (Day Two Review).

4. Questions?

IV. Closing (2 minutes)

A. Thank Participants for their participation.

B. Transition to “Summary”

V. Follow-Up

A. Trainer to prepare copies of Participants Minipresentation Status Forms.

B. File Participants Minipresentation Status Forms for Day Two Review.
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