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BACKGROUND AND INTRODUCTION

Workshops-in-a-Box seminars are developed by the Postal Service’s Customer and Industry Marketing group to provide an opportunity to:
· Demonstrate how to make the most effective use of USPS products and Services
· Promote the value of mail

· Provide relevant and consistent information

· Solicit small to midsize business memberships in your PCC

The Workshops-in-a-Box series is designed to be an easy to use turn-key vehicle with a self contained CD-based PowerPoint presentation with speaker notes.  A survey is included as part of this Facilitator’s Guide to help track customer feedback.
Following the Facilitator’s Guide, you will not need professional speaking experience to present an effective seminar. From planning to promotion to presentation, there are suggestions, tips and best-practice approaches to ensure that the workshop goes smoothly and the audience’s expectations are met. There’s even a handy checklist to help with your planning.

This seminar can be presented as a ‘stand alone’ event, or as part of a regularly-scheduled membership meeting. As other Workshops-in-a-Box become available, you will have the option of creating half-day and day-long events that feature multiple presentations. 
Professional Certificates can be designed in support of either an event featuring a Workshop-in-a-Box session or to recognize those who have attended a specified number of workshops.
SEMINAR OVERVIEW
If the seminar is presented as a stand-alone event, its structure and timing might be as follows:

 

	Time
	Topic

	30 minutes
	Registration and refreshments

	5 – 10 minutes
	Welcome by Local Postal Officials

	45 - 60 minutes
	Seminar Presentation

	10 -15  minutes
	Questions and answers


Note: If the seminar is part of a regularly-scheduled membership meeting, allow 45 - 60 minutes for its presentation.
For additional flexibility you may want to consider having two workshops in one day.  For example:

Morning


	Time
	Topic

	8:30 a.m. -  9:00 a.m.
	Registration and Continental Breakfast

	9:00 a.m. -  9:10 a.m.
	Welcome by Local Postal Officials

	9:10 a.m. -  9:15 a.m.
	Overview Presentation

	 9:15 a.m. - 10:00 a.m.
	PowerPoint Presentation

	10:00 a.m. - 10:15 a.m.
	Questions and Answers 


    
Afternoon

	Time
	Topic

	1:30 p.m. -  2:00 p.m.
	Registration and Refreshments

	2:00 p.m. -  2:10 p.m.
	Welcome by Local Postal Officials

	2:10 p.m. -  2:15 p.m.
	Overview Presentation

	       2:15 p.m. -  3:00 p.m.
	PowerPoint Presentation

	3:00 p.m. -  3:15 p.m.
	Questions and Answers 


SELECTING A LOCATION

Based on our extensive experience, a stand-alone seminar can achieve the greatest success by being presented at a local hotel or banquet hall. However, that decision will incur costs that might require an admission fee to offset.
If you do select such a location you should keep the following things in mind:
· Accessibility via local highways or public transportation
· Availability of room that can handle between 75 and 125 people
· Availability of refreshment service and the costs
· Sufficient parking, hopefully at no charge
However, successful PCC events have also been held at Postal facilities.  For example; the Postal Employee Development Center (PEDC) usually has a space that can be reserved. Some larger U.S.P.S. District offices may have conference rooms or a customer might have a facility that would accommodate a PCC meeting.

It is recommended that you visit a site for a first-hand look at the facilities prior to reserving the space.

PROMOTING YOUR SEMINAR

Promotion is the key to attendance. The more successfully you promote your seminar, the more attendees you will have.

So, who are the people you should be aiming for?
A local prospect list or a promotion list from your PCC is an excellent source.  

Beyond direct mail, other activities you should consider include:

· A poster for display in your local post offices

· A supply of the brochures as take-ones in your local post offices

· Local publicity in your newspaper and on radio programs

· Contacting your local Chamber of Commerce as well as service organizations such as Lions Club, Rotary, Kiwanis, etc.
· Email to all Premier and National Accounts via Business Service Network communication

If you are presenting the seminar as a PCC event, you might consider using this event as a means of serving a wider audience and attracting potential new members to your PCC. The seminar format is presented in simple, straight-forward, business-relevant terms.

Use your PCC membership to help promote and present the seminars.  Call upon them to help with the various tasks involved and, to help promote the seminar to their customers and prospects if they are suppliers.

Use time at the end of the seminar to solicit membership in the local PCC.

REGISTRATION
Pre-registration will help you manage attendance, whether the seminar is a stand-alone, off-site presentation, or part of a regularly-scheduled meeting. The question of whether or not to charge for attending the seminar depends upon time, location and the objective of the workshop.

Obviously, if there are costs, an admission fee can be used to defray them. A fee also can serve as a source of funding for the PCC. These workshops can be presented as a benefit that enhances – and helps to drive – membership in a local PCC.

You should have a single person or organization in charge of registration and all of your promotional literature should contain information on how to contact them by mail, telephone, fax or email.

Once registered, a form-letter may be sent confirming the registration and stating the location, date and time of the meeting, and available parking.
Our experience has shown that typically four or five people who register will not show up, while perhaps an equal number will be “walk-ins” on the day of the seminar.  Plan accordingly when setting up your room and ordering refreshments. 
MANAGING THE REGISTRATION DESK
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The night before your seminar, prepare a registration list with names, company affiliations, and their payment status, if a fee is being charged.

We recommend that you alphabetize your list by individual name rather than by company name since that is how people will typically register.

On the day of your seminar, plan on arriving at the location at least an hour prior to the event.  This will allow ample time for set-up.

Outside the meeting room you should have a banquet table or two set up for people to register.  Depending upon how many attendees you expect, you should have two or more people on hand to check-in the attendees.

When attendees arrive, ask for their name, look it up on your list and put a check mark beside their name to show that they have been registered.  Review their payment status and, assuming they have paid, hand them a packet of information and give them guidance as needed.  In the event the person is not registered, give them a registration form to complete.
The use of name tags by the attendees is left to your discretion.  Should you decide to use name tags you can prepare them in advance or have blank tags available along with markers so that the attendees can prepare their own.

During the course of the seminar, some of the attendees may ask if they can have a copy of the attendance list.  At the national level we never make such a list available.  Postal regulations prohibit the circulation of mailing lists for privacy reasons.  Politely tell those asking that you are sorry but Postal policy and privacy regulations prohibit your making the list available.  
ROOM SET-UP
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The room should be set up ‘classroom style’ with tables and chairs.  Depending upon the size of the room, it is best to have a center aisle with rows of chairs and tables on either side.  Usually four to six at a table works best.

The speaker should have a table at the front of the room on which to place the audio visual equipment, notes, etc.  As previously mentioned, a table should be placed outside of the room for registration.
You also should plan on having several large tables at the back of the room for handouts and Postal promotional material.

Depending upon your location, you may have refreshments displayed on a buffet table either at the rear of the room or outside in the hallway.

You will need the following equipment to present the seminar:

· A laptop computer loaded with Microsoft PowerPoint software

· A LCD projector to display the presentation

· A projection screen

· Power strip to accept two to three plugs with an extension cord

· Remote device allowing you to change the slides

· Wireless microphone that clips onto a shirt or blouse (don’t use a handheld as your hands should be free)

· A stool or high chair for use by the speaker 
REFRESHMENTS

If you elect to have a morning presentation, you may want to consider continental breakfast. 
The continental breakfast normally includes:

· Juice

· Coffee, both regular and de-caf

· Tea

· Fruit such as berries, melon

· Bagels with jelly and cream cheese
· Pastries
We do not recommend serving a full hot breakfast.  This will involve much higher expense, will take more time and be more involved to serve.

We also do not recommend that you serve lunch following the session.
Due to the short duration of this workshop, built-in breaks are not recommended.
RECOMMENDED HANDOUTS
It is important that the Survey Form be available at the registration area as well as in the location where the seminar is held.  Announcements should be made asking the attendees to complete the survey throughout the seminar.  The surveys should be collected at the conclusion of the event as they will provide valuable feedback.  In addition, the PCC Membership Form should be made available at the registration area as well as in the location where the seminar is held.
It is important that each seminar attendee receive handouts to take back from the seminar.  The handouts should include the following:
· Copy of the presentation with space for making notes
· Information about your local Postal Customer Council and postal personnel
DESIRABLE CHARACTERISTICS FOR A PRESENTER

· Experience having presented to groups

· Ability to display enthusiasm about the subject 
· At ease in front of an audience of strangers

· Ability to control the presentation

· Able to answer questions tactfully

· Ability to “think on their feet” and to handle whatever comes up

· Ability to deal with disruptive attendees in a cheerful, but firm manner

· Familiar with PowerPoint as a presentation medium

· A sales or sales training background

· Someone not afraid to say he doesn’t know the answer and able to direct the inquirer to a resource who can provide an answer

· A positive attitude toward the U.S. Postal Service

· Comfortable with the English language, using correct pronunciation and excellent grammar

· Ability to identify with the audience

· Ability to understand what the audience needs to know and to convey that information in a matter that is clear, concise and easy to understand
«PRINTDATE»
«SALUTE» «FIRSTNAME» «LASTNAME»
«COMPANY»
«ADDRESS1»
«ADDRESS2»
«ADDRESS3»
«CITY», «STATE»  «ZIPCODE»
Dear «SALUTE» «LASTNAME»:

Thank you for registering for the “name of workshop” workshop in “city/state”. This event will provide you with timely and relevant information as well as networking opportunities with others in the mailing industry.  Registration begins at --- and the seminar will run from --- until ---.

To receive a full refund, any cancellations must be made at least 72-hours (3 days) in advance of the event.  For additional information, please call “telephone number used for registration”.  (Use this paragraph only if a fee is charged)
We look forward to seeing you at the “name of workshop” seminar on “date”!

Name 

Title

       Workshop Name                 

Location: (XYZ Hotel, City, State)
Date: (Month, Day, Year)
Walk-In Sign Up Form

Please Print

First Name:  










Last Name:












Title: 













Company Name:










Address Line 1: 










Address Line 2:










City:





  State 
    ZIP+4 




Office Number:  
(
)
-



Mobile Number:
(
)
-



Fax Number:
(
)
-



Email Address: 



@



.



Company Web Site:










Permit Location and Number:
                 







Payment Method: (Please update pick list as appropriate)

___Check
___Credit Card
___ Cash

___Visa
___MasterCard
___ American Express

Card Number ______________________

Expiration Date ________/___________

Make checks payable to: INSERT PCC NAME HERE
Signature____________________ Date__________
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                                Participant Questionnaire   
                                            Workshop Name: 






                                            Date: 
  City: 


 State: 


Please take a few minutes and answer the following questions about our “INSERT WORKSHOP NAME HERE” Workshop.  Your response will help us continually improve the value of this program.  Thank you.
Were all topics covered adequately?

( Yes

( No

( Unsure

Did you get all of your questions answered?

( Yes

( No

( Unsure

Was the material relevant and timely?
( Yes

( No

( Unsure

Did the graphics / slides help clarify the concepts?
( Yes

( No

( Unsure

Was this seminar worth the investment?

( Yes

( No

( Unsure

Would you recommend this seminar to a friend or business associate?

( Yes

( No

( Unsure

Was the setting conducive to a learning environment?
( Yes

( No

( Unsure

How would you rate today’s presenter?

( Excellent

( Very Good

( Good
( Fair

( Poor

Please enter additional comments and suggestions for workshop improvements: 
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Presenter Questionnaire   

                                                    
                                            Presenter Name: 







                                            Date: 
  City: 


 State: 



Please take a few minutes and answer the following questions about our “INSERT WORKSHOP NAME HERE” Workshop.  Your response will help us continually improve the value of this program.  Thank you.
The subject matter was relevant and beneficial to your audience?

( Yes

( No

( Unsure

Presentation contained sufficient information for the presenter to present?

( Yes

( No

( Unsure

The notes section provided enough information to effectively present each topic?

( Yes

( No

( Unsure

Overall, this workshop provided enough detail and information?

( Yes

( No

( Unsure

Would you recommend this workshop to a friend or business associate?

( Yes

( No

( Unsure

Please enter additional comments and suggestions for workshop improvements: 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Please email the completed form to pcc@usps.gov or fax (202.268.4979) upon completion of workshop. 

Workshop-in-a-Box Consolidated Participant Questionnaire Results


Name: 







                                                             
         Date: ______________________________
Please take a few moments to compile results from the Participant Questionnaires.  Enter the results into the spreadsheet below and forward to Customer and Industry Marketing.  These scripted presentations were developed to provide current and valuable information about postal products and services to business customers to help grow their business and improve mail quality.  Submitting participant results will help us identify customer needs and will provide ideas for future program improvements.

Thank You!

Date of event: 
Location: 
Number of attendees: 
Presenter: 

Presenter Title:
WIB Presented:

Please enter the total number of responses to each question from questionnaires collected. Upon completion email this form to pcc@usps.gov or fax to (202.268.4979).

	Questions
	YES
	NO
	UNSURE

	Were all topics covered adequately?
	 
	 
	 

	Did you get all of your questions answered?
	 
	 
	 

	Was the material relevant and timely?
	 
	 
	 

	Did the graphics/slides help clarify the concepts?
	 
	 
	 

	Was this seminar worth the investment?
	 
	 
	 

	Would you recommend this seminar to a friend or business associate?
	 
	 
	 

	Was the setting conducive to a learning environment?
	
	
	


	Question
	Excellent
	Very Good
	Good
	Fair
	Poor

	How would you rate your presenter?
	
	
	
	
	


Suggestions for other Workshops-in-a-Box sessions:
Workshop Improvements:
Other comments or suggestions:
Postal Customer Council

Membership Form

Customer Name  










Customer Title  










Business Name  










Business Address 













City  




 State


 ZIP+4 



Office Number
(
)
-


Mobile Number
(
)
-



Fax Number

(
) 
-


Email
Address



@



.


Web Site Address









 
Company’s Core Business









Industry 











Company’s Key Products/Services  







Primary Reason for Joining PCC 










Comments  











Thank You For Joining!

Workshop in a Box Checklist
	Date
	Task Description
	Assigned to:

	90 days out
	Determine location.
	

	75 days out
	Develop mailing lists.
	

	75 days out
	Determine speaker and become familiar with the materials.
	

	75 days out
	Develop promotional / marketing materials. 
	

	60 days out
	Mail promotional / marketing pieces.
	

	60 days out
	Order sales support materials.
	

	30 days out
	Mail “last chance” notice.
	

	Ongoing
	Mail registration Confirmation letters.
	

	After seminar within 30 days
	Follow-up with customers letting them know of upcoming seminars and PCC registration.
Send consolidated questionnaires to pcc@usps.gov or fax to (202.268.4979).
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