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DESIGNING & FACILITATING 
CONFERENCE SESSIONS



ANNUAL CONFERENCE
SPEAKING AGREEMENT

PAST DUE | Accept the speaking invitation and sign the speaking agreement

TITLE AND DESCRIPTION
JULY 24 | Last day to update your title and session description

PERSONAL INFORMATION
JUNE 5 | Last day to update or add your personal information (bio, headshot, profile info)

POWERPOINT DECK AND BACKGROUND MATERIALS
OCTOBER 9| Last day to load your PowerPoint deck in the system.Must be reviewed by 
the session liaison prior to loading (allow at least 1 week for review/revisions)



SPEAKER RESOURCES
CONFERENCE SPEAKER WEBSITE

Annual Conference: https://conference.icma.org/
LG Reimagined Conferences:https://lgr.icma.org/

CONFERENCE POWERPOINT TEMPLATE

Annual Conference: PowerPoint Template
Orlando Conference: PowerPoint Template
Philadelphia Conference: PowerPoint Template

SPEAKER TOOLKIT (PPT Template can be found here)

Annual Conference: https://conference.icma.org/speakers/speaker-toolkit/  
LG Reimagined Conferences: https://lgr.icma.org/speaker-toolkit/  

http://Ahttps:/conference.icma.org/
http://Ahttps:/conference.icma.org/
https://lgr.icma.org/
https://conference.icma.org/wp-content/uploads/2026/01/LongBeach-speaker-deck-v1.pptx
https://conference.icma.org/wp-content/uploads/2026/01/LongBeach-speaker-deck-v1.pptx
https://lgr.icma.org/wp-content/uploads/2026/01/LGRC-orlando-deck-v3.pptx
https://lgr.icma.org/wp-content/uploads/2026/01/LGRC-philly-deck-v2.pptx
https://conference.icma.org/speakers/speaker-toolkit/
https://conference.icma.org/speakers/speaker-toolkit/
https://conference.icma.org/speakers/speaker-toolkit/
https://conference.icma.org/speakers/speaker-toolkit/
https://lgr.icma.org/speaker-toolkit/
https://lgr.icma.org/speaker-toolkit/
https://lgr.icma.org/speaker-toolkit/


PRESENTATION DESIGN



SESSION DESIGN
What should participants be able to do immediately after the learning 

experience? 

C R EAT E

E VA L U AT E

A N A LY Z E

A P P LY

U N D ER S TAN D

R E M E M B E R

.[hhaΩ{ ¢!·hbha¸

Expert Lecture

Workshops
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Add image hereMUST HAVES

What are the 2-4 things participants MUST 
know and/or do immediately after the full 

learning experience?

LEARNING GOALS

1. START WITH AN ACTION VERB

2. FOCUS on SMART
Å Specific
Å Measurable
Å Attainable
Å Relevant
Å Time-bound
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Add image here
WHAT IS 

IMPORTANT?

The I M P O RTA N T content should directly 
support the M U S T H AV E S

?Xº J´ TX J«É N­«ºX«º º|Jº T­X´«Żº T ³XNºӃÉ
support the MUST HAVES 



10

Add image here

WORTH 
BEING 

FAMILIAR

A|X N­«ºX«º º|JºŻ´W O R TH  B E I N G  
FAM I L I A R  can often be placed in 

supplemental material, such as a handout 
(*note that physical materials must be brought 

by the speaker)

&­«Żº JӃӃ­Ç º|XW O R TH  B E I N G  
FAM I L I A R  content to distract or clutter the 

M U S T H AV E S



DESIGN 
BACKWARD

11

T H E N  D E S I G N

OUTCOME
What is one thing participants MUST know and/or 

do when they finish this module/section?

CONTENT
What topics support the participants in performing 

this outcome? What real examples, steps, 
processes?

ACTIVITIES
What tasks or actions will reveal whether 

participants can perform this learning outcome?

D ET E RMI NE  T HE

MUST 

HAVES
What are the 2-4 things participants 

MUST know and/or do immediately after 
the FULL learning experience?

1
START HERE¤

2

3

4



REMEMBER

MANAGING COGNITIVE LOAD

Not all people can listen and read at the 
same time

Use visual cues, key words, or 
graphics or images

The facilitator is the narrative, not 
the slides

All materials should matchƊ
images, colors, fonts



DONôTs DOs

1. Include too much information

2. Use too much text

3. Clutter the slides

4. Overuse bullet points

5. Allow participants to be passive

1. &X´ z« Ç º| É­Ä³ Ž5Ä´º-,JÆX´Ž  « ª «T

2. Organize the content and provide opportunities for 
practice and engagement throughout

3. Be intentional about where you want them to focus 
their energy and attention

4. Use key words, short phrases, graphics/images

5. Keep fonts and colors consistent with ICMA brand 
guidelines

ENGAGMENT &  QUALITY



A V O I D  A N Y T H I N G  T H A T  M I G H T  B E

DISTRACTING

DESIGN PRINCIPLE #1



CLARITY & 
SIMPLICITY

KEEP IT CLEAN
Avoid clutter and excessive text

KEEP FONTS CLEAR AND CONSISTENT
C´X º|X ­³zJ« ÊJº ­«Ż´ M³J«T Z­«º´ ƎÄ«ӃX´´
they are not easy to read)

LIMIT TEXT
Use bullet points and concise phrases
There are lots of ways to do bullet points

USE CONSISTENT FORMATTING
Maintain a consistent style throughout your 
presentation 



Adult Learning Theory  is a framework that explores how adults learn most effectively. It differs significantly 

from traditional educational methods often used for children, emphasizing self-direction, relevance, and 

experience.

One of the key principles of adult learning theory is self-direction . Adults are more self-directed learners 
than children. They have a greater sense of autonomy and are motivated to learn because of their own 
needs and interests. This means that adult learners are more likely to be engaged and motivated when they 
have a sense of control over their learning.

Another important principle of adult learning theory is relevance. Adults are more likely to be motivated to learn 
when the material is relevant to their lives and goals. This means that it is important to connect new information to 
the learners' existing knowledge and experiences. By making the learning material relevant, educators can help adults 
see the value in what they are learning.

Finally, experience  is a key factor in adult learning. Adults bring a wealth of life experiences to their learning. 
Their experiences can serve as a valuable resource for learning and understanding new concepts. By 

incorporating learners' experiences into the learning process, educators can help them make meaningful 

connections between new information and their existing knowledge.

Adult Learning Theory



POOR QUALITY IMAGE CHOICES
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ENSURE PROPER DIMENSIONS



ENSURE PROPER DIMENSIONS



ENSURE PROPER FILE  SIZE



Y O U A R E  T H E

NARRATIVE
N O T  T H E  S L I D E S

DESIGN PRINCIPLE #2



Culture is a complex tapestry woven from threads of shared 
language, norms, systems, and countless other elements. It is a 
collective identity that binds individuals together, shaping their 
beliefs, values, and behaviors. Culture is both a product of and a 

shaper of society, influencing everything from the way we 
communicate to the way we live our lives.

It is a living, breathing entity that evolves and adapts over 
time, reflecting the changing needs and aspirations of its people.
Culture is more than just a set of rules or traditions. It is a way 

of life, a lens through which we view the world. It shapes our 
values, our beliefs, and our behaviors. It influences the way we 
dress, the food we eat, the music we listen to, and the way we 
interact with others. Culture is a powerful force that can both 

unite and divide people. It can be a source of strength and 
identity, or it can be a barrier to understanding and cooperation.

DEFINING CULTURE



Shared language, norms, systems, etc. The way things get done A myriad of many small moments

WHAT IS CULTURE?
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Be intent ional about where you want 
part icipants to focus their energy and 

attention

DESIGN PRINCIPLE #3



1. Envir onmental



TITLE HERE
Subtitle

ENVIRONMENT
Vancouver unveils climate action plan

Emerging Sustainable Cities
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Add image here

YOU SET THE 
ENVIRONMENT 

AND 
CONDITIONS

You are responsible for setting the right tone, 
environment, and conditions that are optimal 
for learning 

Å Participants will match your energy
Å Be mindful of the energy in the room
Å Your energy should not be too dull or too 

overbearing

REMEMBER

Å Every 75-90 minutes
Å.ºŻ´ MX´º º­ M³XJ¦ ³ z|º MXZ­³X ­³ ³ z|º JZºX³

an activity

BREAKS
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Add image here
WELCOME 

PARTICIPANTS

WHY

Å Participants want a connection with you
Å Learning is a partnershipƊthey are your 

partners
Å It warms them up for the learning 

experience

Å Stand up and greet individual participants 
as they enter the room

Å Shake hands 
Å  ´¦ º|Xª Ç|X³X º|XÉŻ³X Z³­ª J«T Ç|Jº

they do
Å Thank them for attending your session

WHAT TO DO

&86ŻA
Å Be on your computer or phone as people 

are entering the room
Å Be out of the room
Å Be dealing with technical issues
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Add image here
OPENING 
ACTIVITY

WHY

Å It prepares participants for the learning 
experience

Å It raises the energy in the room
Å Allows people to get to know each other

Å Using Adult Learning Theory principles, 
prepare a simple activity

Å The activity should be no longer than 10 
minutesƊ5 minutes is best

Å For short sessions, start with a question, 
bold statement, or something thought 
provoking to focus attention

WHAT TO DO

&86ŻA
Å Spend a lot of time introducing yourself
Å Spend time going around the room with 

introductions
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A GOOD PRESENTERS 
IMPACT ON YOU
Å Think of a time in your career where you left a workshop or presentation inspired 

and motivated 

Å What did the presenter do/not do? What stood out to you?

OPENING ACTIVITY EXAMPLE
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Add image here
ASK ENGAGING 

QUESTIONS

WHY

Å A good question automatically engages 
the brain

Å It stops you from talking too much
Å It strengthens your partnership with 

participants in the learning experience

Å Identify opportunities throughout your 
presentation to ask engaging questions

Å Try to draw out their thinking and 
experiences

Å Remember Adult Learning Theory: 
Å Draw on their experience
Å Make it relevant to their lives

WHAT TO DO

&86ŻA
Å Talk too much
Å Ask obvious questionsƊthis is disengaging
Å $|J´º ´X  Z º|XÉ T­«Żº ³X´°­«T


