The Professional Speaker’s Mastery

3)

What’s inside....

Locus 1 —
The Power of Paperwork

“You Are Not a Speaker!” .....oooooviiiiriiiieeeeieee e 1-1

INVOICES ittt 1-3

Packing SHP ..eeeieeieeeee e 1-8

EXpense Reports .....ooocvvieiiiniiiiiiiiiieeeeeeeee e I-11
Organizing Your Time — Planners ...........ccccoecvveveviniiieennnns 1-12
Organizing Your Time — Task LiStS .....ccccccevviiiieeeniiieeeenns 1-15
Setting Up a Physical Tickler File ..........ccccoocviiiiiniiiiinnnnnnne. 1-17
Speakers’ CONLractS ........ccceeevveieeriieeeriieeeniiee e eeieeeerieee s 1-21
An Agreement fOr SETVICES ......ccevvvviieeriiiieiriieeeiieeeiee e 1-26
A Basic Speaking Agreement ............cccoecveeeiiiieenniieennieeenne 1-36
Detailed Speaking Agreement ..........ccccceeeevveeeeercieeeeesncneeenn. 1-42
Consulting AGreemeNnt .......cccceeeeeeeuvieeeeeriiieeeeeriieeeeeesiieeeeennns 1-48
Your Fee Schedule ........coooooiiiiiiiiiiieeeecee 1-54

“And That’s the Way It IS” ....ooooiiiiiiiiieee e 1-60




4) The Professional Speaker’s Mastery

Locus 2 —
Minding Your Own Business

“You Gotta Have a Plan” ..........ccoooiiiiiiiiiiiieeeeeee e, 2-1

Vision, Goals, and Plans (Oh my!) .....cccocoeimiiiiiniiiiiiieeene 2-2

Why You Gotta Have a Plan ........coccceiiiiiiiiiiiiiieeeee 2-5

What’s a “Working” Business Plan? ............ccccocciieeinnnnnn.. 2-7

How to Write Your Business Plan ..........ccccccevvvviiiieiennnnenn. 2-11
Business SUMmAry .........cccoccceveeiiieeeiiie e 2-15
Company HiStOry .....cccoeeviiiiiniiieeeiee et 2-19
Defining Your BUSINESS ......c.coevviiiiriiiiiiniiieeiiee e 2-21
Your Personnel Plan ..........ccccooviiiiiiiiiiiceee 2-27
Products and ServiCes .......cccccccvverriiieiiiniiiieee e 2-32
Marketing Plan .........occcoiiiiiiiiiiiiiiee e 2-36
Financial Plan ........cccoooooiiiiiiiiiii e 2-40
Developing a More Detailed Budget .........ccccccceeviiiieniinnne. 2-43
Budget vs. Cashflow Analysis .........ccccooviiiiiniiiinniiieenieeeee 2-45

ACHON PLANS oo 2-49




The Professional Speaker’s Mastery (5)
Procedures .......occooviiiiiiiiieieeeee e 2-53
Contingency Plans ........ccccoiviviiiiiniiie e, 2-57
POLICIES et 2-59
Growth Plan ..o 2-61
Your Update Log ....ooeeeiieiiiiiiieeee et 2-62
When Will This All End? ....coccoviiiiiiiiiieeeceeeee 2-64
“Parting is Such Sweet SOrrow” .......ccccoevviiviiiiieiiiiieee e, 2-66
Locus 3 —

Price Is No Object

What’s the “Right” Fee to Charge? ........ccccoovviviiiiiiinieenns 3-1

I Hate NUMDETS ....coooiiiriiiiiiiiiieeieeeeeeceeeeee e 3-2
The “Obvious” Answer Can Be Wrong .........ccceccceevviieenne. 3-4
Half Off vs. 2-T0r-1 oo 3-6
Twofers vs. Retail Sales ......ccocceiiiiiiiiiiie 3-10
Half-off vs. Twofer Summary .........ccccoovviieiinniiiiieeiiiee. 3-13
The Perils of INVeNtory ........ccoecceeviiiiiiiniiiiiiieeeiee e 3-14

Two-for-one vs. Three-for-one .......oooeeeeeeeeeeeeeeeeeeeeieeeeeaenns 3-16




(6) The Professional Speaker’s Mastery

What About Your CuStomers? .........ccccceeeeecuvveeeeeniineeeennnnnen. 3-18
Calculating a Budget .........cccovevimviiiiiiiiiiieeeeieee e, 3-21
Coming Up With NUmbers ........cceccevvviiiiiniiiiiiieenieeeee, 3-22
Calculating Project COStS ......cccceeeriieeeriiieeiiiee e eeeee e 3-27
Cost of Publishing Your Book ..........cceciiiiiiiiniiiiiiiiieee, 3-30
Direct Mail Response SucCess ......ccccccvvvveiveeeiiriiiieeeeniiieeennn, 3-31
Increasing Your Marketing CostS .......ccoocevveeeerriiiieeeeninneennnn, 3-36
Increasing Your Price ........ccccooiiiiiiiiiiiiniiiiiiceiceeeee, 3-39
Testing Your GUESStIMALES ......cceeeervveeeniiieeeniieeeiiieeeiieeennn 3-42
Test Marketing is an Ongoing Process ..........ccccceecveevneeennne. 3-46
The Power of Compounding ..........cccceeeviiieeniiieeiniieenieeenne, 3-47
Viral Marketing .......cooeooviiieiiiiiiiieeeeee e 3-53
Setting Fees and Prices .......cccocvveeiiiiniiiieciiee e, 3-56
Preconceived Value .......ccooooiiiiiiiiiiiiiieeee e, 3-59
Deriving Price from Production Costs ........cccceecvveerernnnnennnn, 3-62
How Much Is Your Time Worth? .......c.ccccooiiiniiiniiiniiinne, 3-64
Production Costs of a Program ...........cccecceevviiiiiiiiienniennn, 3-66
Did That Get Your Attention? .......ccccceecveeveeenvieennieennieeennen, 3-67

Want VS. INEEA ..o, 3-69




The Professional Speaker’s Mastery (7
How Badly Do You Want to Make the Sale? ..................... 3-71
Increasing Desirability ..........cccccevveiiiiiiiniiiieeeeeriieee e, 3-72
The Danger of Competing on Price .........ccccceevvviiieeeinnnneennn. 3-73
Avoiding Commodity Perception ............cccoeceeeviiieenueeennnne. 3-76
Justifying Price INCreases ..........cccocveveviiieiniieeniieeenieee e, 3-77
How High Can You GO? ....ccoooiiiiiiieieeeeeeee e 3-79
What If You’re Not Affordable? .........ccccccoviiiiiniiiiiniiens 3-80
Are You Doing It Backwards? ........ccccoovviiiiiiiniiiiieeiiiieenn. 3-81
Price Breakpoints ........ccccoeveviiiieiiiiiiieeceieee e 3-83
“Happy Trails to You, Until We Meet Again” ...........cce.ce.. 3-87
Locus 4 —

Without Marketing, an Awful Thing Happens — Nothing!

“Marketing is Everything!” ........ccccooiiiiiiiii e 4-1
Marketing = COPYWIItING? ....oovvveeviiiiieeeeiieee e 4-3
Important Questions t0 ASK ......covvvviiieiiiiiiiiiee e, 4-4
Top Twenty Tips for Powerful Copywriting ..........ccccceeeeeeee 4-5

Faxable One-ShEEtS ....ooeeneieieeeeeeeee e e e 4-33




(8) The Professional Speaker’s Mastery

Cold Calling SCIIPLS ..evvveeeeeiiieeeeeiiiieeeeeieee e eeiree e e e 4-37
EB-ZINES e 4-38
E-zine DiStribution .........ccocceeriiiiiiieniienieenieceieeeiee e 4-40
E-7ine FOrmats .........cccoceiiiiiiiiiiiiiiieeecceceeceee e 4-41
Text-Only E-ZINeS .....cccccoiviiiiiniiiiiiieeeeeee e 4-42
Attachment-based E-ZINes .......ccccoeeviiiiiiiiiiieeiiiieee e, 4-43
HTML Formatted E-ZINES ......ccccceevviviiiiiiiiiiee e, 4-44
Imbedding Graphics vs. Remote Images .........ccccccveevevennneen. 4-45
Advanced FOrmatting .........cccceeeveeeniiiieiniieeeiie et 4-46
E-zine Recommendations ........ccccccevveerieeniieeniieenniiennieeeeens 4-47
To E-zine or Not t0 E-ZIN€ ...cccceoviiiiiiiniiiiiiiiiiceiiecieceee 4-48
Speakers BUreaus .........coocceeeiiiiiiiiieiniiieeieeeee e 4-49
What Is a Speakers Bureau? ........ccccccoeeviviiiieiiiiiiieeeeeeieee. 4-52
What Are Speakers’ Agents? .....cccccvveeviviiiieeieniiieeeeeeinennn 4-53
How Speakers Bureaus Get Paid .........ccooccviiiiiiiiiieiiien. 4-55
To Pay or NOt to Pay ......oovviiiiiiiiiiieeeceeeeeeee 4-57
Discussing FEES .......ovvviiiiiiiiiiiiieeiee e 4-59
Getting Referrals and Follow-up Business ...........cccocceeenneen. 4-59

The All-Important Question to ASK .......oooccveeiiviiiiiieeeniineen. 4-61




The Professional Speaker’s Mastery 9)
Product Sales ........coceeeeiiiieiiieeeee e 4-62
Bureau-friendly Materials ........cccooeoviiiiiiiiiieiieieee e, 4-62

A Bureau’s CONraCt .......coccveeeeieeeeiiieeriieeesieeeerveeeevee e 4-64
ACHON STEPS .nieieeeiiieeeiie ettt ettt ettt e e 4-71
“Y’all Come Back Now, Y’hear?” ....ccoooeeviiiiieeeeiiiieeeeeennn. 4-72
Locus 5 —

Making Money While You Sleep

2-7-7-7- Ka Ching -Z-Z-Z-7Z. ..c..oooveeeeieiieieeieeeeen 5-1
The Internet Revolution ...........ccccoiiiiiiiiiiiniiiiiiceeeeee 5-3
The World Wide Web ......ccooiiiiiiiiiiccee, 5-5
What Are URLS? ..ot 5-7
What’s in a (Domain) Name? ......ccooooeeeeieiiiiiiiiiieieeeeeeeeeeennn, 5-8
HoOStING YOUT SILE .oooiiiiiiieeeiiieeeeeeee e 5-10
Content Development .........ccccceeeeeiiieeeieiiiieee e 5-11
Affiliate Programs ........cccoeeiiiieiiiiiiiieeeeeeee e 5-12
Selling Other People’s Products ..........cccceeveeeviiiiienieeennneen. 5-15

Accepting Credit Cards .......ccoeoveeiviiiriniiieiiee e 5-16




(10) The Professional Speaker’s Mastery

Informational Resources ...........cccooeiiiiiiiniiiiiniiecinieeeee, 5-19
Producing E-products ..........cccccevvvviiieeeiiiiiieeeeeieee e 5-20
Publishing Special Reports .........ccoocoveveviiiiiiiiiienieeiiiee e, 5-22
Publishing E-POrts .......ccccovviiiiniiiieieeeeeeee e 5-24
Choosing Between Audio Formats ..........ccccccceeeviieeiniieennnee. 5-25
Get Audio Editing Software ........cccccceevviiiiniieeiiieeeieee e, 5-26
Generating Audio Reports .........occccveeeeeiiiiierinniiieee e, 5-28
Publishing Compact DISCS ......eevvvrviiieeeiiiiieeeeeiiieee e 5-34
Choosing a Distribution Method .........cccoveviiiiiiiiieiiineen. 5-35
SILE SECUTILY  ..eeeeniiieeeiiieeeiiee et 5-38
Shopping Carts .......cccceeeeriiieiriiiieeiieeeeee e 5-40
When a Basic Shopping Cart Won’t Do ........cccceevviieiniieens 5-42
Other E-commerce Possibilities ........ccccccoviieiiiiiiinniennne. 5-44
“Instant” E-COMMEICE .......ceeeruiieriiiieniiieeniiee et 5-46
The Possibilities Are Endless .........ccccooviiiiiiiiniiciiniicenne. 5-47
Web Resources SUmMmary ..........cccceevcieeeniieennieeennieeenieeeens 5-48

“And Away We GO!” oo 5-51




The Professional Speaker’s Mastery

an

Locus 6 —
Covering Your (Intellectual) Assets

You Need to Cover YOur ASSELS ....cceeeevveeeeniieenniieeeenieeenns 6-1
Patents Protect Processes .........ccoceevieenieenieenieeniieenieeenee. 6-2
Trademarks Protect Names .......ccccccoeveeevieenieeniieenniecnnieeenee. 6-4
Service Marks Also Protect Names .......ccccccoeeeevverniennnenne 6-6
Copyrights Protect the Expression of Your Ideas ............... 6-7
Can You Protect a Title? .....coococeimiiiiiiiiiiiieeiceeeeeee 6-9
Copyrighted Material Usage ........cccccevevviiveeeenniiiieeeenieenn. 6-11
More About Copyrights ........cceevceeieriiieiniiieiiiee e 6-13
It’s @ TWO-Way Street ....ooooceveviiiiiiiieeeiee et 6-14
The Copyrighted Material Agreement ...........ccceeceveeenneenne 6-16
Audio Recording Agreement ..........ccccceevvvvveeeeniiieeeeeninnenn. 6-20
Video Recording Agreement ..........ccccceeeeevvveeeeniiveeeesnnnneenn. 6-28
Broadcast AGreement .........ccccceeeeeeiiieeeeriiiieeeeeieee e 6-35
‘Archive’ Recording Agreement — Audio .........cceceevueennnee. 6-39

‘Archive’ Recording Agreement — Video .........ccccceevvueenneee. 6-44




(12) The Professional Speaker’s Mastery

“Highlights” Video Recording Agreement ...........cccvveeennne. 6-48
“Th-th-that’s All, FOIKS!” ..o, 6-55
Locus 7 —

Speaking of Success

“TECS ShOWHIME!™” oot 7-1
Engagement Reminder ...........cccccovviiiiiiiniiiiieeiiniieee e, 7-2
Documenting Your Program ..........ccccccevvvieeeiniiiieeeeniiieennn. 7-4
Why Use Program Summaries? ........ccccccevevveeeeenninneeeeennnnne 7-5
General Program Summary ........ccocccceeeiiiiiniieninieeeeee e 7-6
Program Summary for Facility / Room ..........cccccceeienie. 7-12
Common Seating Styles .......cccccveeeriiiiiiiiiieenieeeriee e 7-14
Program Summary for Travel .........cccccooiiiiiiiiiiiiiieiiiieen. 7-17
Product Sales .......ccoooiiiiiiiiii e 7-19
Equipment Program Summary ..........ccceeeiieiiiniiiiieeeiiineenn. 7-21
Action Items Checklist ........ccocoeiviiiniiiniiiniiiiiceiceeeeee, 7-23
Preprogram QUEStONNAITE ..........eeevuvereriieeriieeeniiee e 7-25

PPQ — General QUEStioNS .........ccccevvvvieeeeeeeeeeeeiiiiieeeeeeeeeen, 7-27




The Professional Speaker’s Mastery (13)
PPQ — What Will I Accomplish? ......ccccoiiviiiiiiieiiieenn, 7-28
PPQ — Challenges and ISSUES ......ceeeeevvviiiieeeiiiiieeeeeiieeee, 7-30
PPQ — LOZISHCS  weeieeiiiiieeieiiieeeeeiieee e eeveee e e e 7-31
PPQ — Audience Makeup ........cccevoiieiiiiiiiiiiiiiieeiiee e, 7-32
PPQ — Learning More About Your Audience .................... 7-33
PPQ — Making Your Program a Good Fit ........ccccceeueennee. 7-34
PPQ — Expectations and Comparisons ..........cccceeeeerruvveennn. 7-35
PPQ — Audience Involvement ............cccccvvvvvvevevevevevenennnnns 7-37
PPQ — The BIG QUESHION .......evvvvvvvirireierererereeeeererereeeeeeeeenns 7-38
Onsite ChecKlISt ..coc.veiviiiniiiiiiiiieeeiceceeeeeee e 7-38
Traffic SIZNS .eviiiiiiee e 7-44
Talent Release .......cccccoovieriiiiiiiiiiiiiececeecceceeeeeeen 7-47
Audience Evaluations ..........ccccovveiiieiniiiniicnniciiccieeeen 7-53
Meeting Planner Evaluation ............ccccoovviiiieiiiiiiieeeeniieennn. 7-60
MICTOPRONES  ...eeeiiiieiiiiiiee e e 7-63
Why use a microphone? .........ccccceevveiiiiieiniiiiieeeeieee e, 7-63
The Lectern-attached Microphone ..........cccccceevviieinieeennnee. 7-65
The Handheld Microphone .........ccccccevveiiiiniiiiiiniiiecieeee, 7-67

The Many Advantages of Using a Handheld Mic ................ 7-70




(14) The Professional Speaker’s Mastery

The Lavaliere Microphone ............cccccevvvviiiieeiiniiiieeeeeieeennn 7-72
The Headset Microphone .........cccocccveeviviiieeeeniiiieeeeeineeen, 7-73
Wired and Wireless Microphones ...........cccceeceeeervieeeniineenns 7-75
Microphone TIPS ...eeeeeviiiieiiiieieiieeee et 7-78
Learning by ObSErving ......cccceecvveveviiieeiniiieeeieeeeiiee e 7-80

“Live Long and Prosper” .......coccoveveeriiiieeeeniiieeeeeriieee e 7-83




