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Get More Business Just by Speaking

In this program, you’ll discover how to increase your business by making speeches. You’ll learn, step by step, how to write the speech, find audiences who need you, easily book the speech, and how to get business from audience members.

Where Do You Speak?

Target Service Clubs

They need you!

Personal services

Business to business

Not so effective for niche products

Broad audience

Depends on the organization

Newbies

Professionals

Retirees

Speakers Bureau

Better Business Bureau

Chamber of Commerce

Community Colleges

Adjunct faculty

Take every opportunity

People can use you

Get referrals to other groups

Writing a Speech

How will you know that you’ve delivered a good speech?

What’s your objective?

What should they know?

What should they do?

How should they feel?

15 – 30 minutes of material

How to develop material

What are your hottest ideas?

If someone was paying me $1,000 an hour, what questions should they ask?

What ideas do I know that are contrary to conventional wisdom, and I can prove it?

Make a promise you can’t keep. Brainstorm ways to keep the promise. Scale back your promise to one that you can keep.

Title

Billboard

Catch their attention

5-7 words

Subtitle

Expands on the ideas

Create an outline

3-5 points

Illustrate with stories

Examples

How to

Your tie in to your business

What’s the timing for that chunk?

Adjust to time available

“I have so much more that I can tell you. I hope that you invite me back to share more.”

Avoid

Slang

Jokes

Anything that can offend a conservative audience

Use

Humor

Your observations on life

Your stories are the safest

Haven’t heard it before

Deliver value to the audience

Refer to what you do as an aside, shouldn’t be a commercial

Two or three stories that illustrate what you do

Don’t memorize the speech

It’s okay to have your outline there

You want to be able to weave in their events and situations into your speech

Worksheets

Fill in the blanks

Makes them take home your information

1 sheet, tri-fold

15 cents + 1 cent to fold at Kinko’s

Bio and picture on the back panel

Copyright and phone number on both sides

“One of a series…”

How Do You Find Them

Newspaper

Club listings

Target the list

Are their members interested in hearing what you say?

Pick up the phone

Call the contact listed

“Hello, I’m _________. Who’s the person who’s responsible for your programs and bringing in speakers. Great! What is the best number to reach them at right now? Thank you.

Hello, I’m __________. (Contact name) said that you’re the person responsible for booking speakers for your organization is that right? Great! I’m ___________ and I have an entertaining speech that runs from 15 to 30 minutes that’s called _______________. Other groups like yours have enjoyed it and I’d like to offer it to your group. By the way, when do you need your next speaker?

They could book you for the next week or six months out. Typically 2 weeks to 90 days. You can book 5 – 10 speeches per hour.

Information You Need

Day and date

City

Name, pronunciation

Title

Speech title

Follow time

Specific location and directions

When do you want me to start?

When do you want me to stop?

When do I need to arrive?

How many are you expecting

15-35

Age range?

25-85

Audience gender?

Non-English speaking?

Do you have a budget for speakers

Mostly “No!”

Occasionally, “A few dollars for expenses.”

$25-50 for materials or travel

Meals included

Often a speaker gift

Dress code?

Dress just a little better

Home phone

Just in case something happens

Alternate contact

What does the audience do?

What would be valuable to the audience?

Referral for thank you note

After the speech

How many people

What stories

Feedback form

Preprogram Questionnaire

Pre-Program Questionnaire

This questionnaire lets us prepare the best possible customized presentation for you. We have filled this out to the best of our ability. Would you please double check the information and make any additions or corrections? Please return by ______________. To ensure this program will be consistent with any promotion you do, please send a copy of all memos, program announcements, brochures, and other promotional materials relating to this presentation. In addition, we would appreciate any annual reports, company newsletter, paper, flyer, or any key product brochures.

Name of Sponsoring Organization:
Date of Presentation:


Meeting Time: Begin
End
This Program: Begin
End


Audience Profile:  Approximate number:
Age range:
F
(%) M
(%)

Any non-English speaking members in the audience?
Appropriate dress code for this presentation:


General job responsibilities of the audience:


If this presentation is part of a conference, what is the theme, if any?


Objectives of this meeting?


This program will be a valuable addition to our organization if...


Specific objectives to discuss in the presentation:


What is the mission/philosophy statement for your company/organization?


Schedule: What's happening before and after this presentation?


Will there be other speakers?
Topics:


Please list speakers who have addressed your audience in the past:


Introducer (Name and title):



Speaking Prospect Profile

Referred by: 
Date:

Company:
| Phone 1:

Contact:
| Phone 2:

  Title:
| Phone 3:

    Sec:
|   FAX #:


|


|


Address:
|   Say It...:


|        Show:


|    Industry:


| Newsletter?:


|    Category:


|



Call Back Date:
Last Attempt:

| Meeting Day:



Time:
Time:

|        City:






|  Demographs:



Meeting Date:
Last Contact:

|   Pgm Start:



Time:
Time:

|     Pgm End:



Meeting Address:


|     I Start:






|       I End:






|    # in Aud:






|   Act # Aud:






|   Products?:





|




Comments:


Prev Results:


Next Action:


By:

Time:

Notes:

Confirmation Letter

Recap details

Can ask to sell products

Include the introduction

Ask for a referral

Information sheet

Dear  

Thank you for accepting!  I'm planning to speak to The Academy Optimist Club on Wednesday, January 22 from 12:30 PM to 12:55 PM at Shoney’s Restaurant at Academy and Highway 81.  If this time or location changes, please let me know.

You will hear “Connecting with Your Customers,” of my favorites. 

I will arrive at 12:00 PM to set up my props.  I am planning for 25 in the audience.  If this number changes, please call me.

Would you object if I offered a tape copy of my presentation to your group for a small charge?

Here is an introduction for you to use that day. You may also want to use some of this information in your newsletter to announce the program.

Sincerely,

Mark S. A. Smith

P.S. When you think of other groups that would benefit from this presentation, please call and let me know whom to contact.  Thank you!

Enclosure

Speaking Engagement Agreement

Sponsoring Organization



Authorized Representative
Title


Address



City/State/Zip



Business Phone (______)
Home Phone (Emergencies only) (______)
_________

Program Topic



Presentation Date_______________ Start Time________________ End Time


Length of Program
Estimated Attendance


Specific Location of Presentation


City/State
 Nearest Airport


Hotel Reservation (Guaranteed late arrival, billed to sponsoring organization account):
Date In
Date Out
Days of Week


Hotel Name
Hotel Phone (______)


Address
City


Terms of Agreement:

The speaking fee is $_________ (plus airfare, mileage, meals, and lodging). If the client is displeased with the quality of the program, a full refund of the speaker’s fee shall be made within 30 days of the engagement date. If the client is satisfied with the speaker, he/she agrees to write five letters of recommendation to persons of equal stature in companies of equal stature, as part of the fee. One-half of the fee is required to confirm the speaking date and must be returned with this signed agreement by _______________. The engagement cannot be guaranteed beyond this date without the deposit. The balance of the fee is due the day of the speaking engagement. Expenses will be billed after the engagement and are due within five days of receipt of invoice. 

A cancellation of an engagement causes loss of income that cannot be recaptured. Therefore, if this date is cancelled by the sponsoring organization, and not resold, the deposit will be retained.

No recording devices, audio or video or of any kind, are to be used during the presentation without express written consent.

Engagement accepted:
The above is agreed to and accepted by:

Authorized Organization Representative

Date

Date







(Signed by - printed name)

Call the Day Before

Confirming call

Recheck venue

Leave a message, recapping details

If there’s any changes, call me back at my home number

Get There Early

Meet the audience before you hit the platform

You’ll be funnier

They’ll pay closer attention

You’ll multiply the impact of your presentation

“Hi, I’m __________. I’m your speaker today. Tell me a little about…”

Introduction

Why?

Lets them get settled

Sets up expertise

Transfers relationship

Let’s you preframe your program

Review or rewrite for each audience

Dale Carnegie’s TIP format

Topic

Importance

Person

40 – 60 seconds

Test: “My patients tell me they choose me because…”

No words that can be mispronounced

Large type

Colored paper

Photograph

Bring an extra copy

Note: As the introducer, you set the tone for the rest of the meeting. It is written to get things off to a good start, so please read it word for word.

“It helps if you would read it, because it sets up the rest of the program for me.”

“This is one of a series…”

Introduction for Mark S. A. Smith

[image: image1.wmf](Note: As the introducer, you set the tone for the rest of the meeting. It is written to get things off to a good start, so please read it word for word.)

Before I introduce our speaker Mark S. A. Smith, I’d like to ask you a question.  When you think of the word “guerrilla,” as in guerrilla warfare, what other word comes to mind? 

(PAUSE, LET THEM THINK AND ENCOURAGE ANSWERS!)

Is it “inventive” -- someone who takes a creative approach to win the battle and the war?  Or how about “quick” -- someone able to respond immediately to changing field conditions?  Perhaps the word “rebel” comes to mind -- someone who does things out of the ordinary?

All of these words describe our speaker today, Mark S. A. Smith.  Mark is very inventive – he’s written and published more than 300 magazine articles over the past six years while traveling around the country helping people learn how to get the edge they need to win in today’s competitive marketplace.

Mark is definitely quick -- he comes up with unusual success strategies right out of thin air!  When you participate today, he’ll come up with one for you!

And Mark is -- well, instead of “rebel,” he uses the word “guerrilla.”  By going against the conventional wisdom, Mark shows you how to do more business by not just being “another salesperson.”

Mark co-authored the book is “Guerrilla Trade Show Selling.” He’s latest book is “Guerilla Tele-selling: Unconventional Weapons and Tactics to Get the Business When You Can’t Be There in Person.” And his latest books is “Guerrilla Negotiating: Unconventional Weapons and Advanced Tactics for Gaining a Fair Advantage in an Unfair World.” He is past President of the Colorado chapter of the National Speakers Association and is a very entertaining speaker with new money-making ideas for you.

So... give a warm welcome to Mark S. A. Smith!

Opening Your Speech

Quick, private thank you to the introducer

Stand and get centered

Start cold into your program

No jokes

Patricia Fripp’s “I’ve got a secret…”

Straight into the story

“Now, you might be wondering…”

“When I was talking with your program chair, she told me that…”

Connecting with Your Audience

Dress a little better

Touch them

Know their names

Eye contact

“Here’s why I’m here...”

How to Control Their Attention

Room setup

A/V setup

Clean setup

Deal immediately with distractions

Be a magician

The “B, L, and E” words

Closing the Program

Call to action

“What are the three most important things you learned...”

Closing comments

“Before I make my closing comments…”

Collect business cards

Drawing for a prize

“One of the ways that I build my business is with referrals. If you would take just 2 minutes to fill out that feedback form, I would appreciate that. You can put that on the back table, and I have a present for you for doing that.”

When they applaud

Wait until the applause is dying down to leave the platform

Giveaways

Drawings

Tapes

Books

Certificates

Feedback Form

Review

What points stick?

Let’s you resell the next program

Feel free to quote me

No

Throw out feed back forms that don’t have names on them

The rule of 2%

Negative feedback

Call and find out why

Program Feedback Sheet

Would you please help us? To maximize the value of this program, please give us your opinion. If you have additional comments, we would like to hear them. Please use the back of this form if you need more room.

Name/Title
Company


Address/Mail Stop


City
State
Zip
Phone/Extension


What was the best, usable idea you gained today?


How do you plan to make this idea work?


What do you wish there had been more time for?


Your opinion of today's session?


May we quote you? No!___
This program met my expectations.

The speaker has a thorough knowledge of this subject.

I know more now than before attending this program.

The training room was adequate.

This program was worth my time.



Strongly

Not

Strongly


Disagree
Disagree
Sure
Agree
Agree


1
2
3
4
5


1
2
3
4
5


1
2
3
4
5


1
2
3
4
5


1
2
3
4
5

Who do you think might benefit from today's program? We will gladly send them program information.

Name
Company


Address/Mail Stop


City
State
Zip
Phone/Extension


Name
Company


Address/Mail Stop


City
State
Zip
Phone/Extension



Thank you for your feedback. Please leave this form with the presenter.

Letter of Validation

Thank you letter

Include specific feedback that reminds them of how good you were

Help them write the testimonial letter

At the end of the program…

Thank you, by the way, I have another program…

Could I come back in six months and do another program for your group?

Dear 

Thank you for your invitation for me to speak to Academy Optimist Club last Wednesday.

It was wonderful to meet with you and speak to your group. The comments on the feedback sheets were very kind and helpful. And thank you, too for your kind comments.

Based on the feedback forms, your group enjoyed the session. Average response on a scale of one to five was Met Expectations, 4.9, Speaker's Knowledge, 4.9, Know More Now, 4.6; Adequate Room, 3.7; Worth My Time, 4.8; We Want More, 4.7.

Would you do me a favor? I build my business mainly through referrals and thank-you letters that validate my performance. Would you take a few minutes to write a validation letter? Letters that really help are ones that contain these parts...

1)
Dear Mark, Thank you for speaking to our group.

2)
How you and your group felt as you listened to the speaker.

3)
What you thought of the quality of the speaker compared with others you have heard.

4)
How you or your group benefited from the ideas you heard, especially when it's a monetary benefit.

5)
Why you would recommend this program to others.

If you would do this for me right now, I would truly appreciate it.

Sincerely,

Mark S. A. Smith

P.S. If you enjoyed the presentation, this is the best way you can show your appreciation, _________.

Enclosures

What To Do With the Leads?

Put them on your mailing list

Call them and ask for feedback

E-mail newsletter

Getting Referrals

Cover letter

Copy of feedback form

Asked… promised…
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