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Pre-Training & Presentation Planning Guide

This comprehensive guide provides a strategic framework for planning impactful training sessions and presentations. It
addresses critical questions leaders must consider to ensure goal alignment and excellent execution before content

development.
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Strategic Planning Goal Alignment Critical Questions
Thoughtfully design your training Ensure all sessions are fully Address key planning questions
and presentations for maximum aligned with your organizational before you begin content

impact. objectives. development.



Section 1: Define the Purpose of the Meeting

Primary Goal

What is the primary goal of this training or presentation?

Be specific about what you want to accomplish. Is this about skill development, information sharing, decision-

making, or strategic alignment? Your answer should be concrete and measurable.

Your response:




Key Takeaway Message

What key message or outcome do you want participants to take away?

Think beyond information transfer. What should participants remember three months from now? What behavior

change or mindset shift are you targeting? This becomes your north star for content development.

Your response:




Strategic Alignment

How does this session align with our overall business or team
objectives?

Connect the dots between this training and your organization's
strategic priorities. Which OKRs, quarterly goals, or annual initiatives
does this support? Demonstrating clear alignment ensures stakeholder

buy-in and resource allocation.

Your response:




Purpose Planning Checkpoint

Why This Matters

Clearly defining your purpose upfront saves countless
hours of revisions and ensures everyone is working
toward the same outcome. Without clarity on goals,
trainings can become unfocused information dumps that
fail to drive meaningful change.

e Prevents scope creep and content overload
e Guides all subsequent planning decisions

e Enables meaningful measurement of success

e Createsalignment across stakeholders

Common Pitfalls to Avoid

e Being too vague about objectives

e Mixing multiple unrelated goals

e Failing to connect to business strategy

e Not considering participant perspectives

e Skipping the "so what" question

"A goal without a planis just a wish. Start with crystal-
clear purpose.”



Section 2: Identify the Target Audience
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Participation Rationale
Why is it important for these individuals to participate?

Define the value proposition for each attendee group. What will they gain? How does their participation contribute
to success? Understanding the "why" helps you tailor content and engagement strategies to different audience

segments.

Your response:




Stakeholder Identification

Are there any stakeholders or decision-makers who should be
included?

Think beyond immediate participants. Who needs visibility? Who
might block implementation if not involved? Who could champion
the initiative? Consider executives, cross-functional partners, and
influencers.

Your response:




Audience Analysis Framework
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Know Your Audience

Understanding your audience is
foundational to effective training.
Consider their current knowledge
level, learning preferences, pain
points, and motivations. What keeps
them up at night? What language
resonates with them?

Right People, Right Room

Having the wrong people in the room
wastes everyone's time. Too few
participants and you miss critical
perspectives. Too many and you
create inefficiency. Strike the balance
between inclusivity and productivity.
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Decision Authority Matters

Ensure people with approval authority
or implementation responsibility are
present. Nothing derails training
faster than realizing key decision-
makers weren't in the room and now

need separate briefings.



Section 3: Clarify Roles and
Responsibilities
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Session Leadership

Who will lead or facilitate the session?

|dentify the primary facilitator by name. This person sets the tone, manages
timing, and guides discussions. Consider their expertise, credibility with the

audience, and facilitation skills.




Supporting Roles

What roles will others play (e.g., presenters, note-takers, technical support)?

Map out the full team. Who presents specific sections? Who captures action items? Who manages technology?
Who handles time-keeping? Clear role definition prevents confusion and ensures smooth execution.

Presenter(s):
Note-taker:
Technical support:
Timekeeper:

Other roles:




Coordination Plan

How will responsibilities be coordinated before
and during the meeting?

Outline your coordination strategy. Will you have a
pre-meeting run-through? How will handoffs
between presenters work? What's the

communication plan if something goes wrong?




Role Clarity Best Practices

Create a RACI Matrix

Use a RACI framework to clarify who is Responsible, Accountable, Consulted, and Informed for each

aspect of the training. This eliminates confusion and ensures nothing falls through the cracks.

Pre-Session Alignment

Schedule a dry run or coordination meeting with all key players. Walk through transitions, test technology,
and ensure everyone understands their responsibilities. This 30-minute investment prevents day-of
disasters.

Have Backup Plans

What if your presenter gets sick? What if technology fails? What if the facilitator needs to step out? Build
redundancy into your plan so the show can go on regardless of unexpected challenges.




Section 4: Determine Required Approvals

Approval Requirements

What approvals are needed before finalizing the content or delivery?

List all necessary approvals. Consider legal review, compliance sign-off, leadership approval, HR clearance, or brand
review. Missing a required approval can derail your timeline.




Approval Authority

Who holds the authority to approve the agenda,
materials, and messaging?

Name specific individuals or committees who must
sign off. Include their titles and departments.
Understanding the approval hierarchy prevents wasted
effort on content that won't pass review.

Agenda approval:

Content approval:

Messaging approval:

Budget approval:

Approval Timeline

What is the timeline for obtaining these approvals?

Build realistic timelines that account for review cycles,
feedback incorporation, and potential delays. Allow
buffer time for unexpected revision requests.




Managing Approvals

Approvals can be the biggest bottleneck in training
development. Start the approval process early and

maintain clear communication with all approvers.

e Submit materials with sufficient lead time

e Provide context and rationale with submissions

e Track approval status systematically

e Have escalation paths for delays

e Document all approvals received




Approval Strategy Checkpoint

Week 4 Before Week 2 Before

Submit initial content for first round of Obtain final approvals and lock content

reviews

Week 3 Before Week 1Before

Incorporate feedback and submit revised Focus on delivery preparation and

version logistics

Build your approval timeline working backward from your delivery date. Factor in holidays, out-of-office schedules, and
typical review cycles for your organization. Remember that last-minute approval requests rarely receive the attention
your content deserves.



Section 6: Plan the Meeting
Logistics

Date, Time & Duration

What is the date, time, and duration of the session?

Be specific about start and end times. Consider time zones if
participants are distributed. Choose timing that maximizes attendance
and attention and avoid Monday mornings or Friday afternoons when
possible.

Date:

Start time:

End time:

Time zone:




Meeting Format

Will the meeting be virtual, in-person, or hybrid? Specify platform or location:

Each format has different requirements. Virtual needs platform links and tech checks. In-person needs room
reservations and physical setup. Hybrid requires both plus additional coordination for seamless integration.

Format:

Platform/Location:

Room capacity:

Special setup:




Technology & Equipment
What technology or equipment is required?

Create a comprehensive tech checklist. Don't assume
equipment will be available—confirm everything in

advance.

Projector and screen
Microphones and speakers
Video conferencing equipment
Laptop and adapters
Whiteboards and markers
WiFi access for attendees
Backup devices

Recording equipment (if needed)



Logistics Planning Excellence
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Reserve Early Test Technology Communicate Details

Book your venue, platform, or meeting Never wait until the day of your Send calendar invitations with all
space as soon as dates are confirmed. session to test equipment. Conducta relevant details: links, locations, dial-in
Popular spaces and times book full tech run-through at least 24 hours  numbers, parking information, and
quickly, especially for larger groups or  in advance. Have backup plans for any pre-work. Send reminders 1 week
all-hands meetings. every critical technology component.  and 1day before.

() Pro Tip: Create a logistics checklist that you can reuse for every training session. This ensures you never forget
critical setup tasks and makes planning faster over time.



Section 7: Prepare
Supporting Materials

Materials Inventory

What handouts, worksheets, or digital resources will be provided?

List everything participants will receive. Consider both during-session
materials (worksheets, reference guides) and post-session resources
(recordings, slide decks, action templates). Quality materials extend
learning beyond the session.







Supporting Materials Best Practices

Make It Interactive Optimize for Format Ensure Accessibility

The best materials invite Design materials appropriate forhow  All materials must be accessible to
participation. Include space for notes,  they'll be used. Digital materials participants with disabilities. Use
reflection questions, self- should be hyperlinked and screen- readable fonts, sufficient color
assessments, and action planning. friendly. Printed materials need contrast, alt text for images, and
Interactive materials drive proper margins and print-safe colors. screen-reader compatible formats.

engagement and improve retention. Hybrid sessions need both versions. Accessibility isn't optional.



Section 8: Define Success Metrics and Follow-
Up
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Your Success Metric Target Achievement Timeline to Measure
How will you measure the Define what success looks like When will you assess impact and
effectiveness of the training or quantitatively outcomes

presentation?

Be specific about measurement approaches. Will you use surveys, assessments, behavior observation, performance
metrics, or business outcome tracking? Without measurement, you can'timprove.

Measurement methods:




Immediate Follow-Up

What follow-up actions or communications are
planned?

Plan your post-session cadence. What happens
in the first 24 hours? First week? First month?
Effective follow-up reinforces learning and drives
behavior change.

Week 2

Check in on action items. Offer support and
answer questions. Share additional resources if
needed.

Week 1

Share session recording, slides, and resources.
Send thank you note and key takeaways

summary.

Month 1

Assess application of learning. Gather success
stories. Measure against defined metrics.




Accountability & Tracking
Who will track and report on outcomes?

Assign someone to own the follow-up process. This
person tracks action items, measures outcomes, and
reports results to stakeholders. Without dedicated
ownership, follow-up falls through the cracks.

Outcome tracker:

Reporting cadence:

Stakeholder updates:
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Measuring Training Impact

Level 1: Reaction

&3 Did participants enjoy the session? Would they recommend it? Measured through immediate
surveys and feedback.

Level 2: Learning

Q Did participants gain new knowledge or skills? Measured through assessments,

quizzes, or demonstrations.

Level 3: Behavior
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Are participants applying what they learned”? Measured through
observation, self-reports, or manager feedback over time.

Level 4: Results

E Did the training impact business outcomes? Measured

through KPIs, productivity metrics, or financial results.

Use Kirkpatrick's Four Levels of Training Evaluation to design comprehensive measurement strategies. The most

impactful training programs measure across all four levels.



Section 9: Anticipate Challenges and Risks

Potential Obstacles

What potential obstacles could impact the session's success?

Think through everything that could go wrong. Technology failures? Low attendance? Difficult participants?
Schedule conflicts? Content too complex? Insufficient time? Identify risks proactively so you can mitigate them.




Mitigation Strategies

How will you mitigate these risks?

For each identified risk, develop specific mitigation
plans. What's your backup if the primary plan fails?
Who has contingency authority”? What resources need
to be on standby?

Risk 1mitigation:

Risk 2 mitigation:

Risk 3 mitigation:

Escalation Contacts

Who should be alerted if issues arise?

Create an escalation list with contact information for
people who can help solve problems quickly. Include IT
support, facilities, your manager, and any other key

resources.




Common Training Challenges

e Technology failures: Platform crashes, connectivity issues,

equipment malfunctions

¢ Lowengagement: Distracted participants, minimal
interaction, multitasking

e Time management: Running over schedule, rushing
through content

o Difficult dynamics: Dominant voices, resistant participants,
off-topic discussions

e Contentissues: Too complex, not relevant, insufficient
examples

¢ Logistical problems: \Wrong room, missing materials,
schedule conflicts



Risk Mitigation Framework
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Identify Risks Assess Impact

Brainstorm everything that could go wrong. Be Prioritize risks by likelihood and potential impact. Focus
thorough and realistic—optimism bias causes more your mitigation efforts on high-probability, high-impact
failed sessions than any other factor. risks first.
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Plan Mitigation Monitor Actively

Develop specific contingency plans. What's Plan B? Stay alert during the session. Catch small issues before
Plan C? Who owns each backup plan? What triggers they become big problems. Have your escalation
implementation? contacts on speed dial.

[ Remember: The best facilitators make handling challenges look effortless because they've anticipated and
planned for them in advance.



Section 10: Final Review and Alignment

1 Stakeholder Sign-Off

Have all key stakeholders reviewed and agreed on
the plan?

Confirm that everyone who needs to approve has
done so. Document all sign-offs. Last-minute
surprises from stakeholders who "didn't know" can

derail your carefully planned session.
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Role Clarity

Is everyone clear on their roles and next steps?

Do a final confirmation with all team members.
Does everyone know what they're responsible for?
When their deliverables are due? Who they
coordinate with?




Pre-Launch Checklist

What is the final checklist before launch?

e Content & Materials

All content finalized and

approved
Slides follow brand guidelines

Supporting materials
printed/uploaded

Links tested and working

Handouts ready for distribution

Logistics & Technology

e Room/platform confirmed

e Equipment tested and working
e Backup technology available

e (Calendar invites sent with all
details

¢ Reminders sent to participants

People & Communications

All presenters briefed and
prepared

e Support team knows their roles

e Stakeholdersinformed and
aligned

e Participant pre-work

communicated

e Emergency contacts
confirmed



Final Alignment Meeting

Schedule a final alignment meeting 2-3 days before your
session. Thisisn't a full rehearsal—it's a quick check-in to:

e Confirmeveryone isready

e Address any last-minute concerns
¢ Review timing and transitions

o \Verify all logistics are set

e Build confidence in the team

This 15-30 minute investment ensures everyone goes
into the session feeling prepared and aligned. It's the
difference between a smooth delivery and a stressful
scramble.




You're Ready to Create Impact

Planning Excellence Drives Results

You've now worked through a comprehensive planning
framework that ensures your training or presentation will
deliver meaningful impact. By answering these questions

thoughtfully, you've:

e Clarified your purpose and objectives

e |dentified the right audience and stakeholders
e Defined clear roles and responsibilities

e Secured necessary approvals

e Aligned on brand and visual identity

e Planned logistics and materials

e Defined success metrics and follow-up

e Anticipated and mitigated risks

e Confirmed final alignment

Next Steps

With this planning foundation in place, you're ready to
develop content that engages, educates, and inspires
action. Remember:

"Excellence in execution begins with excellence in
planning. The time you invest upfront multiplies your

impact exponentially.

Keep this guide handy and return to it for every training
and presentation you develop. Consistent use of this
framework will elevate the quality and impact of all your

learning initiatives.

Now go create something remarkable.



