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Handy-Dandy Classification Talk Guide 
 

So, you are giving a Classification talk! You will have 20-minutes to tell your fellow 

PEA members about yourself, your business, an interesting topic related to your business, or 
anything that your heart desires.  
 
Here are a few things to remember when preparing for your Classification talk to make your 
morning run smoothly: 
 

Try to cover the following points:  

Your Background  

Describe how you came into your business, when you/it started, what career path led you to where 

you are now. Unlike the 5-minute Spotlight, the Classification is the time to tell your story in more 

detail. 

 

Your Services  

Describe your services. Some points you might want to make are:  

 What is your primary target market? Important secondary markets?  

 Any specialty products or services that distinguish you from the competition?  

 Other information about your services/products that will help your fellow pea members 

give you leads?  

 

Giving You A Lead  

Always be sure to end a Classification talk describing what a good lead is for you.  Remember, the 

more specific you are about this, the more likely members are to remember and act on it.   

 

Also, describe the best way to give you a lead. For example, should the prospective customer 

contact you or should you contact them?  Do you prefer a phone call or email?  These may seem 

like irrelevant details, but a specific "route to action" is more likely to yield results than a general 

"Have them contact me…"  

 

Questions  

Ask if there are any questions and answer them briefly unless you're getting the "time's up" signal 

from the President, which is when he/she stands up.  Usually there is time for a few questions.  

 

Keep in Mind the Seven Important Questions to Answer During Your Talk 

1. What are the characteristics of the customers I'd like to attract? 
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2. When a customer contacts me, what problems do I solve for them? 

3. What are the solutions I offer to my customers1 problems? 

a. How do my products/ services help customers financially?  

b. How do my products / services help them feel better about themselves?  

c. How do my products / services help them perform better in some part of their lives? 

4. What is unique, special, advantageous about my products/services? Why should someone 

buy from me and not from my competition? 

5. What are some of the signs PEA members should watch and listen for that indicate an 

opportunity to give a lead for my business? 

6. What questions can PEA members ask to help determine if someone is a good lead for me? 

7. What is the best way for PEA members to tell someone about my business?  

 

These questions can be answered in a variety of formats. For example: 

 Using fellow PEA members in a skit that illustrates typical customer problems and 

how you solve them. 

 A "Quiz Show" format in which members of the audience try to guess the correct 

answer to each of the questions. 

 A case study that illustrates how you work with your customers. 

 A demonstration of your product or service. 

 Helpful hints from an expert {you) 

 Updates on information pertinent to the group  

 Have a member interview you in front of the group. 

 

Onsite logistics for the day of your talk:  

1. Are you planning on using a PowerPoint presentation? If you are, you have several options 

to make sure your PowerPoint is up and running Thursday morning: 

 PREFERRED METHOD: Email your presentation to peaworks@assoc-office.com by 

3:30 pm on Wednesday the day before your talk. 

OR 

 Bring your PowerPoint presentation on a thumb drive with you in the morning and 

arrive by 6:30 am so you have time to open it up on the laptop and make sure it 

runs properly. 

• Fun Fact: Our laptop only runs PowerPoint! We are not able to run 

Keynote, so please do not make your presentation in any format besides 

PowerPoint or save it as a PDF. 

 If you need someone to click through slides for you, ask a PEA friend, the earlier the 

better! There will be a remote slide advancer available for your use, too.  

mailto:peaworks@assoc-office.com
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2. Are you planning on bringing pictures to share? 

 Our computer might not run the slideshow program you have on your computer! If 

you are arranging your pictures in a slideshow, please use PowerPoint.  Then follow 

the instructions above on how to best get us your presentation. 

 If you are not using PowerPoint, please arrive at the meeting by 6:30am so we have 

time to ensure your photos will display correctly and in the right order.  

 If you need someone to click through your pictures, ask a PEA friend, the earlier the 

better! A remote advancer will not work with this type of display. 

3. Do you want to show something from the Internet? 

 It takes extra time to set this up on the computer used for projection, so be sure to 

let the office know if you need internet access by 3:30 pm Wednesday morning. 

And, then please arrive by 6:30 am on Thursday to allow plenty of time to pull up 

the website and make sure it is working. 

 Please keep in mind that Internet connection speed can be variable, and some 

website details might be difficult to see from the back of the room. 

4. Other tips for a smooth Classification talk: 

 We strongly suggest bringing your presentation in more than one format, just in 

case.  Some different formats include: CD, thumb drive, printed copy, etc. 

 If you aren’t comfortable giving your presentation without a copy in front of you, we 

recommend printing a copy for yourself, just in case. 

 

  


