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Elevating your  
in-field training
events from good  
to unforgettable







5 secrets of a successful speaker
Even before you figure out your event details, you need to work on the most 
important part: your presentation. Start preparing early so you don’t get 
caught up in the moment when you step on the stage.


Memorize your notes
Above all else, you need to know what you’re talking about. Don’t rely on your slides to  
give your presentation. Memorizing your notes helps you speak confidently and hit the 
most important points within an appropriate amount of time (no more than 1½ hours), 
no ifs, ands—and especially no ums—about it.


1


Change your tone
Nothing puts an audience to sleep faster than a monotone voice. When you’re discussing 
your agents’ challenges, lower your voice and be empathetic. When you’re discussing a 
new opportunity, get upbeat and excited. A little inflection can go a long way.


2


Pauses are your friends
Like changing your tone, using pauses is an essential skill for a presenter. Believing in  
the power of silence not only helps you pace yourself, but it also helps you emphasize  
the right information. Think of it as “letting the arrow land.” In other words, give your 
audience a second to process the message.


3


Get some feedback
Be sure to practice your presentation in front of a colleague (or several colleagues).  
They can critique your presentation to help you emphasize the right points, check 
your speaking volume and generally help you make it the best it can be.


4


Engage with your audience
Think about the most engaging presentations you’ve seen. Did the presenter talk at  
their audience? Probably not. The key to engaging your audience is to engage with them.  
Discuss issues and opportunities that are specific to your area. Ask them questions and 
move around the stage so you can interact with the entire audience.


5
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Before your event
You’ve been practicing your presentation, and you’ve fleshed out the basic 
details of your event. So what’s next?


Invite your agents


Get the right refreshments


Inviting your agents early is key, so they can plan ahead. This includes calling your newest 
agents to welcome them to Humana and to personally invite them. There is an email 
template available in the event toolkit site to make inviting agents quick and easy.


Here’s when you should start spreading the word:


Here are our refreshment suggestions based on the time of your event:


Invite email
2 weeks prior


Mid-morning
light snacks and coffee 


 


Late morning to
early afternoon


catered lunch 


Mid-afternoon
light snacks  


and drink options


Last-chance email
3 business days prior
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https://humanamarketsupport.com/events-request/toolkit_section/prepare-2/





Running your event
The invitations were sent, you’ve set up your space and your presentation is 
ready to go. Let’s make it a success.


Timing your event
We’ve run hundreds of in-field training events, and we’ve found that the following timeline 
typically works best. However, feel free to adjust it if you feel it’ll help improve your event. 


• Check-in, networking and refreshments: 15 mins.


• Presentation: 1½ hours


• Wrap-up and questions from agents: 15 mins.


Encourage agents to network
Key findings from Annual Election Period (AEP) events show that agents and Market 
Leaders love connecting with each other in person. Before your presentation starts, give 
agents some time to mingle. Feel free to chat with them and introduce them to each other 
during this time. In particular, help newer agents grow their networks by introducing them 
to experienced agents.
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Check out more about checking in


Help agents reap their rewards


Want to learn more about checking in registrants? Go to the toolkit site and download the 
Event Submission Guide to learn more about creating events, including checking in agents.


Remember, agents must be checked in to receive their Reach Reward points. 


You’ll see a list of agents on the Events Registrants page. When agents arrive, 
go to their name and click the box under the Checked-in column. It will change 
to a blue check mark, and your agent will be successfully checked in. 


CHECK IN REGISTRANTS2


Check agents into the event
Be sure you check in agents as they arrive so they (and you) receive credit for attending. 
Follow these simple steps to check in agents on your laptop or iPad.


Once you’ve logged in, go to the My Events page, hover over your event  
and click the Registrants link. 


FIND YOUR LIST OF REGISTRANTS1
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https://humanamarketsupport.com/events-request/toolkit_section/prepare/)

https://humanamarketsupport.com/events-request/events-manager/





Large-scale or flagship event  
best practices


Logistics


Venue size


Plan like a pro with these handy tips. 


An event is only as good as the amount of planning that goes into it. Taking time 
to consider important aspects of your event can help with the flow, structure and 
overall enjoyment of your event. Here are a few critical logistical issues to think 
about when planning your large-scale or flagship event. 


How many agents are you inviting to your event, and how many  
do you expect to attend? Before you book a venue, it’s vital to have  
an attendance estimate so you can choose an appropriately sized 
event space. Too big a venue can look and feel sparsely attended.  
On the other hand, a too-small venue can cause problems with 
capacity limitations. Find a venue with an appropriate size for the  
group you expect. 


As long as it’s big enough to accommodate the 
expected number of attendees, you can get creative 
with your venue for an extra-memorable event.
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Planning a large-scale or flagship event can be a lot of work. Between 
fine-tuning your presentation, recruiting presenters and sending out 
invitation emails to potential attendees, you’ve got enough on your 
plate without worrying about the loose ends that need to be tied up 
on the day of the event. Consider speaking with your venue contact 
or hiring an event planner to assist you that day to ensure that 
everything goes smoothly.


Event-day help


Need a little inspiration? Some of the venues that  
have been used for past flagship events include:
• Sports stadiums
• Hotels
• Convention centers


• Theaters
• Aquariums







FOR AGENT USE ONLY - DO NOT DISTRIBUTE - CONFIDENTIAL AND PROPRIETARY  |  7


Budget
Keep track of costs throughout the event-planning process. Be sure 
to get estimates in writing from vendors and keep them posted on 
headcounts and additional items needed so they can provide you 
with updated costs. 


Be sure your attendees know they’re in the right place with branded 
Humana event signage, including banners, directional signs, 
tablecloths and more. This signage will point agents in the right 
direction and help ensure that foot traffic flows smoothly before, 
during and after the event.


Event signage


To avoid any unpleasant surprises during your event presentation,  
ensure that all AV equipment is set up and functioning properly in 
advance. Speak with your venue contact to ensure all equipment and 
setup will be provided. If the venue does not provide AV equipment, 
contact a rental company that helps with setup and teardown, so you 
don’t have to handle it yourself.


Audio-visual equipment


Be sure to budget for the maximum expected food and beverage cost. 
Your catering contact can help you create the ideal menu for the size 
and scope of your event. Be sure to provide the expected headcount 
as well as updates to that number as RSVPs come in, for an accurate 
estimate of your food and beverage costs. Be sure to include your 
staff, booth vendors and any additional support crew members in  
the headcount. In addition, work with your catering contact to create 
a game plan for on-time delivery and setup of your refreshments. 


Event catering







Take time to think about your event from start to finish and map out  
a schedule. Ask yourself:


• How long will it take for agents to check in?


• If vendor booths are part of your event, how much time will 
attendees have to visit them before and after the presentation?


• How long do you expect the question-and-answer portion to last?


• How long is the presentation itself?


The answers to these questions will help you create an event that 
flows smoothly and seamlessly.


Event flow


FOR AGENT USE ONLY - DO NOT DISTRIBUTE - CONFIDENTIAL AND PROPRIETARY  |  8


PRO TIP
Keep in mind that agents might arrive up to an hour early for large-scale  
or flagship events, because they’re excited, energized and ready to network 
with their peers and Market Leaders.


In your event invitation and follow-up emails, provide comprehensive 
directions to the venue, including information about parking, to attendees 
prior to the event. Be sure to include all entrances and available parking 
locations, along with a parking pass, if necessary. If free parking will not 
be provided by the venue, be sure to communicate that to attendees in 
advance. Work with your venue contact to ensure you have all the correct 
directional and parking information. 


Driving directions and parking 







Content
Now that you’ve got the logistics side of things hammered out, it’s time to focus  
on the event itself. Here are some helpful tips for putting together an engaging, 
educational and entertaining presentation your agents won’t soon forget.
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What is the main idea of your event? What 
information are you trying to convey to 
agents through your presentation? As you 
begin the outline of your presentation, 
think about the major takeaways you 
want your audience to remember after 
they leave.


Even the most well-written presentation 
can fall flat if the presenter doesn’t 
engage the audience. Choose one or  
more presenters who are experienced in 
the subject matter and can deliver the 
content in an energetic, pleasant tone.


You might choose to give your agents an opportunity to engage with Humana business 
partners at various booths before and after your presentation. Reach out to business partners 
well in advance of the event to invite them to attend. At this time, you’ll need to provide the 
event date and time to see if the group is able to participate. Then connect with participating 
booth contacts up to a month in advance of the event to communicate important information 
such as start and end times, setup constraints and anything they need to bring that might 
not be provided by the venue. In addition, speak with your venue contact to ensure there is 
sufficient space for vendor booths and that enough tables will be provided.


Event focus Presenters


Booth vendors


PRO TIP
Consider inviting a special keynote speaker to your event. This can not 
only incentivize agents to attend, but it can also add an extra layer of 
interest and engagement to your presentation.


Your event is an ideal place to pass out Humana branded material such as plan printouts, 
informational brochures, giveaway items like keychains and refrigerator magnets and more. 
Visit the Marketing Resource Center (MRC) to browse our library of available printed  
materials on a variety of topics. Be sure any printed materials you give to agents during  
your event have been reviewed by Humana’s legal team.


Branded material



https://apps.humana.com/Marketing/Documents.asp?q=6E%2bl%2bzDtdbbHmLASWyffCg%3d%3d

https://apps.humana.com/Marketing/Documents.asp?q=6E%2bl%2bzDtdbbHmLASWyffCg%3d%3d

https://account.humana.com/
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Make your event one to remember for all the right reasons by giving agents a fun, 
entertaining and educational experience. Drawings and giveaways are always a fun and 
popular way to keep agents engaged throughout the event, as well as trivia contests  
that gamify the key learnings from your presentation. Some Humana events in the past 
that took place at a stadium have even offered free entry to a sporting event held there  
the same day. Don’t be afraid to get creative!


Agent experience


Conclusion
Planning a large-scale event can seem overwhelming, but these guidelines can 
help you stay organized and on top of your game from start to finish. You’ll be 
planning like a pro in no time!


PRO TIP
Add an interactive and fun twist to your event by incorporating 
quiz elements. You can create your own quiz using a platform like 
Kahoot! or Slido to keep agents engaged and interested throughout 
the presentation.



https://kahoot.com/

https://www.slido.com/?experience_id=11-z





Need help with your event?
Contact Abbey McClellan at AMcClellan3@humana.com with any questions.


After your event
You’ve done it! You gave a great presentation, your agents learned a lot and, 
who knows, maybe you even got a standing ovation. But the work isn’t quite 
done, so let’s keep that momentum going and finish strong.


Save your reusable materials


Follow up with agents


Your event materials may include signage and other assets that are made for you to reuse.  
Pack these up carefully so they look just as good at your next in-field training event.


The day after your event, send a follow-up email thanking agents for attending. Use these 
emails to keep the conversation going and to give them useful post-event materials.  
Like the invitations, there’s a follow-up email template available in the online toolkit. 
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