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Objectives & 
Outcomes 

1.  Be better prepared 

2.  Understand 3 step process 

3.  Have some fun!
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Preparation 
Delivery 

Follow Through



You…but virtual!



PRE-FLIGHT CHECKLIST 
Day prior 

 Send Welcome Video to all participants 
 Send presentation slides and PDF (page #s on slides/visuals) 
 Set up your co-host with the pre-prepared polls 
 Encourage participants to print all needed documents 
 Reconfirm timing and Zoom link 
 Set up Facilitator as “host” in Zoom 

Day of 
 Test: sound, mics, bandwidth 
 Adjust camera angles & background 
 Update “preferences” to show pointer when using mouse trackpad 
 Test: slides forward and backward 
 Add co-host 
 Open Chat window (and Q & A, if using Webinar) 
 Once started, press record 
 At closing, press stop recording 

Day After 
 Send Thank You Video to all participants 

Backup Plan 
 Send participants a copy of presentation as a backup  
 Plan B conference number and PIN?

GREEN ROOM 
Day of 

 Dress up 

  Background set (place a piece of white paper or a white tablecloth on the table 
you are sitting at but make sure it can’t be seen in the frame. It will give you a bit of 
fill and bounce) 

 Standing Lighting: take a tall lamp and set it next to the computer on the side of 
your face you feel is best. The lamp should be in line with and slightly behind the 
computer so the light falls nicely on your face 

 Standing, not sitting 

 Look AT the camera 

 Resting face when not speaking 

 Smile when clicking “leave meeting” (twice in Zoom) 
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“It doesn’t matter if your intent is 
honorable if your impact is not.” 
- Linda Hill







What do you bring to a meeting?



The 3 Clear Points - Stories 
1. Context + Emotion 

2. Two to 50X more powerful 

3. You must have stories at-the-ready
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Follow us on these channels! 
(just click the logo of the social channel, and you will go right to us)

https://www.linkedin.com/posts/craigwortmann_salesengine-kellogg-ksi-activity-6647920204795957248-eAui
https://www.linkedin.com/posts/craigwortmann_some-quick-thoughts-on-virtual-teaching-activity-6646377356208455682-Ivej
https://www.linkedin.com/in/craigwortmann/
https://twitter.com/craigwortmann/status/1239906379718066176?s=20
https://twitter.com/craigwortmann/status/1244976324386660359?s=20
https://twitter.com/craigwortmann
https://www.facebook.com/ProfWortmann/photos/a.1514161172003901/2700974933322513/?type=3&theater
https://www.facebook.com/ProfWortmann/photos/a.1514161172003901/2714909765262363/?type=3&theater
https://www.facebook.com/ProfWortmann/
https://www.instagram.com/p/B_FxpsPDd5m/?utm_source=ig_web_copy_link
https://www.instagram.com/craigwortmann/

