Some Do’s and Don’ts of The Weekly Briefing

Things you DO at the weekly briefing:




By Eddie Sturgis
DO dress for success. You should look like what you are talking about. 
DO remember to tell your guests when you invite them, that the dress is business casual.

· The last thing you want is for your guest to be denied entry because of how they are dressed.

· Very often, this is something that is unrecoverable when it happens.

DO tell your guests to get to the briefing at least 15 minutes early.

· They won’t feel rushed, and you won’t be standing at door, at presentation time, looking at your watch.

· Introduce them to other associates that are happy about their WG business.

· Edify everyone that you introduce them to.

· This is great positive reinforcement, even before the actual presentation begins.

DO properly edify fellow associates when they introduce their guests to you. Say things like:

· Bill is one of our top leaders in this area!
· Bill is helping us lead the national expansion in this area!

· You couldn’t be with a better person or a better team!

DO move into the presentation room at the appropriate time. If you are still in the 
        hallway when the presentation has begun, you are at a disadvantage already.

DO Seat your guests at the front of the room.
· You want them as close to the energy in the room as possible for maximum impact.
· This shields them from any distractions that may be going on in the room, such as:

1. Someone constantly playing with a bracelet on their arm.

2. Someone getting chewing gum or breath mints out of their purse.

3. The guy in front of them rubbing his wife’s back for 10 minutes.

4. Someone looking around the room throughout the presentation.

               All of these things compete for their attention during the presentation. You don’t want your guests distracted.
DO look excited about the presentation, even though you may have seen it 200 times before.
· Whether you know it or not, your guests are reading your reactions to whatever is going on at the meeting:

· They notice whether you laugh at the jokes.

· Whether or not you respond to the questions from the presenter.

· Whether or not you applaud at the appropriate times.

· Whether or not you are still excited about the company, the product, the business opportunity, after 2 or 3 years (or whatever time you have been involved).
· Make sure you are sending all the right signals all the time.
DO bring your guests up to meet the presenter after the briefing. It will be very meaningful to them.  
Things you DON’T DO at the weekly Briefing:
DON’T discuss the presentation material before the presentation, that’s what the presentation is for.

DON’T engaging in negative conversation, of any kind, at the meeting.

DON’T converse with or try to answer questions from your guest during the presentation.

DON’T prompt your guest as to what the presenter is about to say or do next in the presentation.

DON’T engage the presenter in conversation or small talk after the briefing, when other associates are trying to introduce their guests to him/her. Those with guests have priority.
DON’T attempt to handle or sign up any stray guests at the meeting, whether their host is there or not.
