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Note from the author:

If there was ever a book about presentations done out of pure
love for the art form it is this one. Well, at least that’s the reason
I wrote it. I believe that public speaking, and speaking to groups
is an art form – crazy as that sounds. I would like to think it’s a
sport too, as we are all finely turned athletes preparing for game
day.

Even if you don’t have my enthusiasm for speaking or preparing
for presentations, I hope you will get a lot out of this book. It is
written with the idea that no matter how good you are at
presenting there is always room from improvement.

A few things to know about this book. It is an eBook because I
wanted a quick and easy way to get the information to you and
PDF was the winner. This book is best read when you are online.
There are a few video elements that make the stories better as
well as a few links to information that can be helpful. If you find
that you are unable to be online at time of reading this, please
come back to watch the interactive sections of the material.

Thanks and Happy Presenting!

Chris
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Presentations are a part of our lives. If you are
lucky enough to be asked to present, you have
the privilege of becoming an authority on the
subject and influencing others in a positive way.
You also have the opportunity to influence
people in a negative way and become… well a
laughingstock. I think it is the second profile
that scares people, so when asked to present
the first reaction is, “HOW CAN I GET OUT OF
THIS?”

The good news is good presenters are trained,
not born that way. Great presenters are trained
and then practice, practice and practice their
way to greatness. Both of these seemingly small
details of good and great are lost on most
people. Most people believe that it is the power
of their content or the breadth of knowledge
they bring to the event. Although that helps, it
is not the key factor of success.

Introduction
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At the risk of doing a personal pep-rally, I wanted you to get to know me because my writing style and examples are
personal. I fell in love with public speaking in the 6th grade. I know…how sad is that, but it was a presentation that I had to
give in the 5th grade that was truly the worst day of my public speaking life. That day, I wasn’t ready, I didn’t know my
material, I didn’t even know that the teacher wanted me to present. I stood up in front of the class and shook with fear. I
was so nervous that I couldn’t see the page and just about collapsed from embarrassment. I then labeled myself as “terrible
at presenting” and I wanted to have nothing to do with public speaking. Just a little background and, I hate to write this, but
I was somewhat of a class clown. The big reason I didn’t want that fact in writing is because I have kids now that are of the
class clown age and I have made many public apologies to various school systems for my genetic gifts to the classroom. The
point (you are welcome) is I didn’t have any trouble speaking up in class, but I had a lot of trouble speaking in front of a class
(weird huh?).

Now to the 6th grade-- my teacher announced that each member of the class was to create a presentation about what life
was like living as an 1800 settler. Oh no, I wasn’t a public speaker, but this teacher said something that I had never thought
about. He said, “Have fun with it and if you want to… make it funny.” Well, I had never thought about that…a presentation
that was informative but entertaining (I could use my superpower of being a class clown – that’s what I tell my kids about
their humor “with a great power comes great responsibility” That’s from Spiderman and the Bible). I went home that day
motivated. I was writing my speech thinking of something funny to say about my pretend journey West. I enlisted the help
of my dad, an excellent presenter in his own right and, although he has never confessed, former class clown too. As I was
practicing my presentation with him, he said that I did a great job and then gave me an additional line about my fake wife,
which I wrote into my notes. The day came and I was ready. The teacher asked for volunteers and my hand went up, almost
out of the socket. He said, “Go ahead Chris.” I barely looked at my notes. I knew my material so well and the class seemed to
be interested in my story. Then I got to my dad’s line. I was describing my wife by saying, “she had long dark hair all the way
down her back. Too bad there wasn’t any on her head.” The laughter was so loud and so long that two other teachers came
into the room to ask my teacher to quiet it down. From that point on, I was sold on public speaking and was no longer self-
labeled as someone who hates or can’t to present.

Meet Chris Elmore
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Quality Presentation:

Looking back, there is a lot you can
learn from my story. The first
presentation I didn’t want to do and
wasn’t prepared. The second one I was
inspired and excited about the event,
even though I didn’t really care about
the subject matter. Being engaging and
somewhat entertaining is a gift to your
audience, however, if that’s all it is…
then you have missed the point. All
presentations have to have not only a
point, but they have to have meaning to
the people you are presenting to. The
better the meaning, the more
motivated the audience will be to want
to know more.
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The Point

Reading this eBook will give you the
ability to create and structure a
presentation that will achieve three
very basic, but extremely important
goals.

1. Create a presentation and event 
that is good for you and good for 
your audience.

2. Give you confidence about your 
presentation.

3. Help you focus on the end-goal.

So this eBook will help you create
content, give you confidence, as well
as make sure your point gets across.
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Before Reading This Book!
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Crowd Friendly Presentation
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Create A Crowd Friendly Presentation

A lot of content is created at the last
minute, or in someone’s head, and if you
are off the mark at creation, you are
doomed when it comes to presenting.

Creation is also the step where
presentations become hundreds of slides
with thousands of bullet points and billions
of words. My numbers may be off, but
that’s what your audience is going to think
if you try and put everything you know into
PowerPoint.

Don’t take my word for it. Check out this
video (click on the image) by a very funny
man that makes an extremely sobering
point. Don makes some very good points. I had the privilege of seeing

him live with a colleague. After that, my colleague had to give a

presentation and his slides looked similar. He was pretty

embarrassed.
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Title Is Almost the Most Important Thing:

The title is almost the most important thing because I believe that ultimately content
and how you physically present the content is the most important thing. Having an
appealing title is going to get your audience in the door. There are a few things to keep
in mind when creating a title.

People like end results. With a title, it’s always a good thing to let them know what to
expect from your presentation. If it’s about cost reductions or change, or specific
software, make sure that’s in your title.

Keep it short – Words are important, but you don’t want to try and put your entire
presentation into one sentence. Make sure it’s just long enough to capture their
interest.

Numbers are good – Numbers help you create content and impact. If you have 5 pieces
of advice or 12 things, those numbers give your audience a good gauge on what to
expect. Guy Kawasaki said that he always places a number in his title and presentation,
so if the person listening thinks it’s awful, he/she will know where the end is.

Here is what I do – When creating a title, I like to put a little bit of wit and some drama
in it. Now, I don’t do both because of word space. I think it’s important to write that I
intentionally put humor into my titles because humor is going to be part of my
presentation. If your topic doesn’t lend to humor, leave it out.

Here are some sample titles that I have used. Take a look at the titles and note the four
strategies.

• Failure Is Not An Option – It’s An Outcome – 3 Things To Know

• 15 Terrible Pieces of Advice You Should Ignore

• 5 Things Steve Jobs Would Do If He Ran An Accounting Department
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Content Creating Basis 
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The Law of 3

The Law of 3 is something that I have been using since I learned it from
Steve Jobs. Jobs is known as one of the best presenters of our time-- if not
all time. The reason he was so successful is because he made his
presentations easy to follow, visually appealing and entertaining. When
creating content, the Law of 3 allows you to have only 3 points in a one hour
presentation. If you have more than 3 points, you are at risk of overloading
your audience. If you have more than one hour, you obviously can make
more points, but your presentation becomes more training than presenting
on a topic. Training has its own best practices and strategies.

Here is an agenda as a sample of the Law of 3 that I use for a presentation
on presenting:

1. Content
2. Material
3. Execution

Those are the three things I want to cover. Notice that I had two somewhat
dry bullets and then a dramatic point by using the word “problem” in my
last point. I want to make sure that I am speaking to everyone in the room--
those that want to learn and those that want to know where the pitfalls are.

The Law of 3 can seem impossible to implement, especially if you are a
technical or detailed person. However, if you master this three point
agenda, you may be surprised on how direct and relaxed you will be with
presenting.
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A Few Things to Know About Slides
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The Purpose & Rule of 7 

This portion of the eBook is going to give you the science or psychology behind building
slides that will propel your message and not kill it. In this section, you will learn the
purpose of slides, how many words to have on a slide, and how people best consume
information.

Purpose – This is probably a difficult message to deliver. My concern is that it will come
across as an opinion, but it’s truly a strategy. The strategy is that slides are intended to
support your presentation, not be the presentation. The most important part of your
presentation is the way you convey information. Your point and message will motivate
your audience to action. I find people who try and put everything they can on their sides
and call them “talking points.” They don’t know their material. Using the Law of 3 can
help you pull back your content so it will be manageable, but it’s no substitute to
knowing your material.

Seven Words - If you were able to watch the video on page 12, the comedian made a
great point about bullets and information on slides. Know this- if you put more than
seven words on a slide, you are putting your audience in a difficult position. When you
have more than seven words on a slide, you have made your audience choose between
reading the information and listening to what you are saying. The problem is they won’t
do either. Too much information on a slide will cause you to lose their attention. Now,
don’t get me wrong. If you have nine words on a slide, you have not failed and if you
have two, your presentation doesn’t instantly become awesome. What you say and how
you say it is more important, but you don’t want to lose your message as you are
presenting it.
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There Is An Exception To The Rule Of 7

One exception to the rule of seven is if
you read what is on the slide. Now, if
you put two paragraphs of information
on the slide and read it verbatim you will
give your audience a nice opportunity to
catch up on email or sleep (don’t do
that).

Where this exception works well is if you
have a quote. Quotes are great, and
normally over seven words, so when
displaying a quote read it along with
your audience and this will break the
need for a person to choose whether to
read or listen because you have chosen
for them.



What Are Words Worth?

I love words, but they are not as powerful as pictures. I am sure you have
heard the old saying that a picture is worth a thousand words. Well it is
true. Not only is it true, but people think in pictures. If I say the word,
“Elephant,” what do you think of?

E-L-E-P-H-A-N-T
or
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Chances are that you thought of the second option- the picture. Your audience will do the same thing. I have a personal
illustration on this topic that has really changed my perspective on slides and presenting. During the first seven years of
being in the AP Automation industry, my sales people were having a very difficult time explaining or defining AP
Automation. Their attempts in defining came by using their words to explain software features. I noticed that this was a
big problem. Well, I need to state the reality. I noticed that it was a huge problem because if you are unable to explain
what you do, people will have a difficult time buying in and even a more difficult time explaining it to someone else in the
organization when asked about it. To prove my point, I decided to “poll” the sales people on what their definition of
Accounts Payable Automation and as luck would have it, I have kept their real responses for your learning pleasure.

Responses:

A set of processes put in place to manage AP people in the most efficient and cost effective manner to enforce compliance
and reduce the number of human resources requirement to maximize cost effectiveness.

A way to receive and process your invoices electronically.

It is (let’s see)… AP automation is a combination of tools and services that will automate the entire bill pay process of your
entire organization.

Using technology to include the business intelligence of an organization into a repeatable automated system repeated
every time. It is essentially taking the business knowledge and capturing it to perform the same way and applying best
practices… how a business wants to work and force the process and using technology to eliminate waste.

Now, I hate to kick someone when they are down, and I sure don’t want you to think that I am making fun of these people.
The point is clear…they aren’t making a point. Well, a few of them come close, but with a limited time to define a
solution, make an impact and motivate the audience, none of the definitions above are cutting it.

That all stopped when I introduced the picture below. I took a representation of a paper based Accounts Payable process
and then I used that same representation to show an automated Accounts Payable process as my definition. It was a
before and after view of Accounts Payable.
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Before
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After
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The slashes in the second frame represent the
manual processes that the AvidXchange software will
take over. Anything that is not slashed out represents
the processes companies are still in charge of. Now,
from an accounting perspective, the things that are
not slashed out are those things that accountants
want to be in charge of, so with two slides I was able
to:

• Clearly present the value
• Let the audience know the impact
• Emphasize control
• Competitively set us up for a win
• Give the client a definition they can re-use

To be clear, once I developed the before and after
slide, the idea of defining what the software does no
longer was a barrier in our presentations. Not only
did it enable our sales people to easily define
automation, a not so easy to understand topic, but it
had a big impact on training new people. Pictures are
really worth a thousand words.
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One More Thing On Content

The last thing I wanted to share with you about
creating content is to make sure to have a good leave
behind or call to action. For those of you that do
presentations as a leads generator or marketing tool,
you will want to present to the point to where
members of your audience will say, “I would like to
know more.” Be ready for that, whether it’s a
demonstration of your product of service, or if it’s a
whitepaper or eBook, or for me it’s a physical book. I
have written two books about Accounts Payable
Automation (yep – I am a lot of fun at parties), which
I tell the people I present to. If you want to know
more, I will send you a book. The best thing about
having additional information is that you can refer to
the fact that you have it in your presentation for
those people that want to know more, and it allows
you to leave big details out so you won’t feel like you
have to put thousands of words on your slides or talk
like an auctioneer.
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No – This Is Really The Last Thing

There is a natural way to create a high quality “leave
behind”, and it starts when you are creating your
presentation.

When I am presenting on something for the first time
I like to write out what I am going to say. I do my
outline in PowerPoint, and then in the notes section I
write what I am going to say. When I have that down, I
transfer all of those words into the slide (and of
course don’t use that as the presentation), save it as a
PDF and call it an eBook. That way my “leave behind”
and my presentation match, and my audience has
more information to read about.

Essentially what I am recommending here is to create
two presentations – (1) With all of your notes and
additional information (2) The one you show your
audience.



Flow and Point:

Once you have gotten your content together, make sure that it
flows in some kind of logical manner. Using my Law of 3
example, and stealing a page from great story tellers… all stories
have three things:

1. Beginning
2. Middle
3. End

The beginning sets the stage. This is where I like to give a state
of the situation and definitions to ensure that everyone is on the
same page. My best advice is not to shortcut this or assume that
your audience knows what you are talking about.

The middle is where you make sure that you give enough color
and or conflict around your topic. It’s appropriate to make
people uncomfortable with the challenge or opportunity.

End, this is the resolution or the fix. If you can make it “not so
obvious” you will be better off. I get the best feedback when the
outcome is a surprise… just like a movie.
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Be Prepared
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Before the Event:

I was a Boy Scout. It was a great time and I
remember the scout motto, “Be Prepared.”
I would like to write that the moment I
learned that piece of information I applied
it to my life and was never in a situation
where I wasn’t prepared. Not true. I have
been in front of crowds where they can’t
see the screen because I didn’t bring a
projector. I have been online where my
connection was so bad I had to tell stories
of my kids between clicks. I have even been
on stage with a full house trying to get the
computer to communicate with the
projector. I have to profess that I have been
through all of it. In the last 5 years, I haven’t
had any of those situations occur because
of what I am going to share with you.
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Know Your Material:

I wrote about this earlier as a way of making
sure your slides weren’t overloaded with
information, but knowing your material also has
a lot to do with how you use your moments
before a presentation. If you don’t know your
material, you will be more inclined to spend
time reviewing your presentation as you are
getting ready to present. That’s the worst time.
It’s like cramming for a test. If you know your
material, it will give you more time to deal with
any technical problems and it will also settle any
nerves you might have. Knowing your material
gives you another bonus as it pertains to
technology (and I have done this more than
once). If you are unable to get the tech aspects
of your presentation up, you can switch to a
more low-tech version that may use a
whiteboard or a flip chart. It’s not as fancy, but
it gets the job done.
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Show Up Early:

I can’t believe that I am writing this as advice.
For you experienced presenters, you know this
one. For those of you that are somewhat new,
show up as early as you possibly can. I like to get
to my room or hall 30 minutes before I present.
This allows me to set up my laptop, get it
communicating with the projector, plug in my
clicker (troubleshoot if I have to), test my
internet connection, test the audio on me and
my laptop, set up my timer and any other things
that I have to do. Now, there are some
situations where you are unable to show up
early… like a breakout session at a conference.
In that case, I scope the room out the day or
night before and I try to introduce myself to the
AV person at that time too. Be nice to the AV
person. They are always a great ally to have on
your side.
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Have a Plan B, C, and D…

This goes back to my original point about
knowing your material. If you know your
material really well having a plan b, c and d
won’t be too much of a problem. If you are
unable to get your computer working, knowing
there is a flip chart or whiteboard available and
knowing where it is should be part of your plan.
This next part will creep some of you out and
seem extreme, but I am that big of a nerd. I
carry an extra laptop with me to certain events.
I also can present on my iPad, so that gives me a
third alternative. In my live events, I use a
presentation tool called Prezi. Prezi is a web-
based tool that only requires a connection to
the internet, so I can run my presentations from
anywhere. I believe you can never go too far
with having back up plans.
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A Few Things to Know:

Not every group is the same and
not every presenter has the same
style; however, there are a few
things that you can use as advice
or principles that will help the day
you are presenting.
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Set Rules:

Nothing could be worse than when you are presenting to have an unruly audience
member. Well actually, maybe an unruly audience member that doesn’t know they are
unruly is worse. Setting rules before you start is a very good thing. Some of my common
rules are:

Your participation is greatly needed. This is a positive rule. Not all rules are negative.
Another way of stating this rule is to say, “Please ask questions.”

If you ask a question that I am going to cover later, I won’t immediately answer it. I will
wait until I get to that part of the presentation. People always agree to this one, and it
gives me the right to control the flow.

If a question takes more time or needs more detail, I will schedule additional time with
you or have an additional conversation after the event. I introduce this one as my safety
ropes, and a lot of times refer to it as that in a presentation. Then in the middle I say, “I
need to pull my safety rope,” and the person knows what I am talking about.

At the end of the presentation, I want you to let me know what you think. This is a very
powerful rule that puts them on the hook for a specific outcome.

With rules, you don’t want to come across as wagging your finger at them, but without
rules your outcome or management of the room may be left to chance. Rules are a
perfect tool to establish you as the person in control of the presentation. I am not much
of a control freak-- as a matter of a fact, I am more apt to get everyone involved.
However, when it comes to a presentation, you have to be in control because you want to
make sure that you make your point and get the desired outcome of the presentation.
Looking at some of my sample rules, they are mostly in place to make sure that I have the
ability to rein the group back in if the conversation gets off topic.
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Engagement– The 6 Minute Rule

I hate to make a judgment call, but I would hope that you would
want to get your audience involved. Now, it’s true that if you
have a large audience that wholesale participation is not your
best move; however, with a large audience you can have some
participation. To start, with smaller groups, there is a technique
that I use that works great. If a person says something in the
first 6 minutes of a meeting, they are 7 times more likely to
participate in the entire meeting. With breakout sessions, this is
a perfect technique to get the group engaged. Others I like to
use are groups of two and video. Sometimes I use these
together and sometimes I use them separately--either way it
works. Here is an example. To have a little fun and to get the
group comfortable, I ask them to find a person they don’t know
and ask that person one question: “Is it possible to go
paperless?” I love this because the room erupts with energy and
I let it go on for just a few minutes. Then, I settle the group
down and walk up on two or three people and ask them what
they talked about in their group. I get some good answers,
sometimes a few more people engage, then I say, “Well maybe
this video can help you with your answer,” and I show them the
video below:

34
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Handling Questions:

If you have a difficult time handling questions, you
are probably going to have a difficult time presenting.
A few sections back I gave you the right to set rules?
Setting rules on the types of questions that can be
asked or the details is the root of handling questions
well. I make sure that there are breaks where I am
going from one topic to another. During those breaks
I ask if there are questions or comments. I like to do
both because it engages the group. Personally, when I
get a question I like to positively affirm them with
“Hey, that’s a great question.” Then, I repeat the
question to make sure that I have it right, or if I don’t
have it right, I have them ask it again. I have found
that when people ask the questions again they ask it
differently which gives me more details. Then I
answer it. Depending on the “rules” that I set up, I
may answer it at a high level and then ask them to
stay after or meet me at my booth or set up a call.
People are happy with this structure because it
allows me to continue and they ultimately get what
they want.

36



Execute:
I am sure I could have come up with a better heading for this section, and it’s also going to take somewhat of a unique turn. When I
teach this material live, I normally put the information in this section, but it might be better served in the content planning stage.
Anyway, the first part of execution is to capitalize on the style of event you have planned. There are four main styles that I teach.

1) Instructor Led – This style is the traditional style you think of when you are asked to speak. It would be just you in front of the
group for a period of time. This is great and it works well, but be warned that it’s not the only style.

2) Brainstorming – In a negative way, brainstorming sessions are sometime used by people who don’t have any material or are too
lazy to create good content so it gets somewhat of a bad rap. These sessions can be very powerful if done correctly. The first bit
of advice I give to make the session a success is to not come into the room cold. I always find two or three people ahead of time,
give them my topic, and ask them to come ready to contribute. My strategy, however, is for each person not to know about the
other person. When I open the floor, (after setting the stage, rules and presenting the idea), there is a fight to be the first. I
know this could seem manipulative, but it really gets the entire group participating.

3) Panel – This is a great style for people who don’t really like to present or like to be in front of groups. However, this is also the
style that needs the most preparation and takes the most time to pull off. Traditionally, what happens is the panelists show up
without any preparation and they will talk about the same things over and over and the same points will be made. Preparation
is the key to making sure you get your point across and motivate the audience to your desired action.

4) Interview – This one is good for the same reasons as the panel, but there is an extra advantage to this because it gives two
voices to the presentation. (Again) preparation is the key because what normally happens is that one person talks, then another
person talks, and then the first person wants to talk about the same thing the last person talked about and it becomes
somewhat of a contest where they tend to make the same points. Interviews do well where there is an expert doing all of the
talking and the other person asks key questions, as well as works the room and makes sure the presentation flows well.

There are more styles than this, but these four should give you a very good idea-- and hopefully some flexibility on how to do a good
presentation.
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Have Fun
Lastly, in this section, I think it is important to have
fun. I use humor in my presentations. I have had
direct feedback that people love the light mood of
the presentation and I have had feedback that I come
across as silly. Fortunately, I have had more feedback
in the positive than the negative (not everyone have
a sense of humor), but I have found that what people
really like is that when they come hear me talk, they
don’t fall asleep and they learn something. I have a
saying that I like to share with people about humor.
If people are laughing, they are listening. If people
are laughing too much they aren’t learning. There is
a fine line that separates a presentation for business
reasons from a comedy show, and I think it is
education. Ultimately, people want to learn, and you
should be teaching, but doing it in an entertaining
way is a big plus to getting your message across.
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Next Steps:

I wrote about this earlier in the eBook, but I want to be much
clearer here. The types of presenting I teach on are for business
reasons. A business presentation has to have a point and that
point needs to lead to a portion of your audience saying, “I
would like to know more.” Another thing to consider is that
when you create content, you need to have some kind of call to
action or next step. Whether it’s a whitepaper, eBook, book, call,
or a demo (just to name a few), setting up a next step is
important. Having written that, once you have established that
next step, make sure you execute in a timely manner.

The call to action I use is my books. I tell the group that if
anyone wants a book, I will send them one. Before I leave the
office for the event, I have them packaged up and ready to mail,
so when I get back they are out the next day and the people
who just attended my event have the information they need. I
haven’t always been this good about getting information out. I
found that when I am delayed in getting information out, the
interest is considerably less.
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A Little About Webinars:

Most of what I have written about in
this eBook is written with the thought
that you, the presenter, is going to
present this live in front of people.
These principles can be applied to web
sessions, but what I have found is that a
webinar needs more slides (can you
believe that?) to catch peoples’
attention as well as no transitions or
videos because they don’t translate well
on the web. What does translate well
are the Law of 3, the 6 minute idea, rule
setting, pictures and use of style. Keep
in mind that the people on the other
line need constant movement to keep
their attention.
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Conclusion:

I purposely used the word conclusion because I remember that
in my terrible presentation from 5th grade I was so happy to see
that word. Well, not today. I could write more… how exciting it
that? The final words I would like to leave you with are that
presenting is, as I mentioned in the introduction, a privilege and
an honor. A good presenter is trained, not born. Sure--there are
certain types of people that are naturally drawn to presenting
over others, but presenting is a learned skill. Also, what makes a
good presenter great is practice. One of my sources of
information (and it’s really good information) is from Garr
Reynolds’s book Presentation Zen. It’s a great book with
excellent information. Garr said this about Steve Jobs:

“Steve Job’s presentations went so well and were so engaging
because he and his team prepared and practiced like mad to
make sure it looked easy.”

So many presentations fall dead on hotel breakout session floors
because they were never practiced. Practice in the mirror, at the
hotel, in front of your family (that’s the best place – because
they will really tell you the truth – especially your kids) at your
office, with your co-workers, record it and listen to it in the car
on the treadmill. I am sure you can practice too much, I just
haven’t found that too much level yet.

Happy Presenting!
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