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 Speaker Guidelines 

Preparation Tips

· Obtain a copy of the PowerPoint slide/transparency presentation and customize the presentation to meet the needs of the participant. It is a basic framework and guide for the major topics of the seminar, not a script.

· Utilize the participant demographics provided by the educator.

· Before the seminar become familiar with the participant materials.

· Provide participants with a copy of your PowerPoint slide/transparency presentation for note taking during the seminar. Check with educator about duplication of handouts and timelines.

· When working with limited resource and low-level reading audiences, customize the presentation to meet the needs of the audience by using appropriate language, explaining legal terms, and relating relevant issues to their circumstances.  The key to working with limited resource audiences is to simplify the information. Families will have the same needs as middle-income families, but fewer resources.

· Attorney only: Obtain the case studies selected by participants from the educator and plan for discussion during the seminar. The PowerPoint notes include suggestions for inclusion of case studies in seminar.

· Attorney only: Review questions submitted by participants and incorporate them into the presentation at relevant points. Questions will be sent to the educator who will send them to the attorney.

Presentation Tips

· Arrive early to setup the equipment so the entire audience can see the visuals easily. 

· Make the seminar “user friendly”. Define legal/professional terms and reinforce definitions by writing them on a flip chart or white board. Terms and concepts are frequently new to the average person.

· Repeat key concepts and write them on a flip chart to help accommodate visual learners.

· Please use a microphone when available. It is easier for the audience to hear the speaker. 

· Build your remarks from general to more specific to help participants follow the discussion. The following sequence may be useful with some topics:

· Begin with general background information or definitions

· Move to a story or illustration

· Talk about practical application or allow for discussion by the group

· Follow up with any related questions

· Participants are frequently concerned about the cost for professional services, such as will preparation.

· A general discussion of fee range for services should be included at some point in the seminar

· Sources of help for limited income persons will be appropriate for some audiences

· Using a variety of visual aids will pique interest in the presentation. Varying the presentation style will help keep participants alert.

· Include current issues or “hot topics” as appropriate to the seminar and audience.

Handling Questions at the Seminar

· Encourage participant questions. Involve the group early by asking questions to help gauge their knowledge.

· In the opening remarks, address how you wish to handle questions of a more specific nature. Individual requests for legal information can side track the seminar and cause confusion. Questions can be handled in several ways.

· To make the seminar flow smoothly, advise the audience that questions should be limited to the immediate topic being discussed and topics of general audience interest. 

· You may choose to have participants write questions down on paper and hand in for discussion at the end of the seminar or have questions held until the end. 

· Hold questions until the question and answer session at end of seminar.

· When answering questions from the audience, restate the questions before answering.

 Seminar Conduct

Seminar speakers are expected to follow the rules of professional conduct. The presentation should be of a generic educational nature. 

· No solicitation or selling of products or services is allowed.

· Name/s of speaker/s and title/s permitted on the title slide only.

· Distribution of business cards is not allowed unless requested by participant.

· Participants have the right to consult a professional of their choice. 

· At some point in the seminar participants will be informed that they are under no obligation to hire the speaker.  

No Endorsement or Fee Statement

The LSYFF program follows a no endorsement and fees statement as follows: 
The invitation or mention of any business or law firm service in text or verbally does not constitute an endorsement by Extension and does not imply approval to the exclusion of the services of other suitable firms.  We do not guarantee that the initial meeting with a professional  will be without cost; this must be determined between the professional  and his/her potential client prior to their initial meeting. 

This document is for non-profit educational purposes only.  This document may not be used by a profit-making company or organization.  When used by a non-profit organization, appropriate credit must be given to the Cooperative Extension Legally Secure Your Financial Future:  Organize, Communicate and Prepare education program.  Materials for this program were developed by a team from six Land Grant Universities.  The program is included in the program toolkit of the Cooperative Extension Financial Security in Later Life national initiative.  For more information go to:  http://www.csrees.usda.gov/fsll.
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