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GUIDELINES FOR PROGRAM PRESENTATION

Bring Local Volunteers and Clients

1. Bring the board president, executive director or treasurer to your session to actively participate in your presentation.  Other board members are welcome to attend but please hold the presentation to a maximum of (4) participants.  Prepare your presentation plans with each of your participants knowing his/her role ahead of time.  Determine the spokesperson in advance.

2. Quickly recap program highlights and new programs or changes in a concise manner before moving into the budget.
3. Do not expect more of the Citizens Review Panel members than you would of a volunteer working in your own agency.  Help them understand both your program(s) and budget. Present information as if it’s the first time the panel members have ever heard of your agency; some of them may not know much about your work. 
4. Do not try to answer all questions asked of you if you do not have the correct answers.

5. Indicate your willingness to provide the information if you do not know the exact answer to a specific question.  Come prepared with as much reference material as you feel might be helpful in supporting your request.

6. Present a clear picture of your organization’s capacity to generate a portion of its own income which, together with the United Way’s support, is necessary to offer vital programs

7. Plan a presentation which demonstrates the importance of the annual request of your organization.

8. Steer the committee back on track if they get hung up on what seems to be minor points raised or if the presentation becomes unrelated to the major points you feel needs to be considered.

9. Make a favorable impression.  Make sure your presentation is accurate both written and verbally.
