Instructions for SIM materials: MGPC Materials: Create New Materials
Updated: Nov. 2023

When SIM (Source Information Management) started looking at its role, we realized that one of the difficulties we faced was that many presentations had been developed but they were not readily available for use by MGs other than the one who created the material. We agreed that we needed to ensure material was consistent and included enough information that it could be used by other MGs who wanted to become proficient in presenting that same material. Toward that end we have developed four templates that can be used to begin a new presentation or to adapt an older presentation to meet the new standards: two PPT templates, a Resources template, and an optional script template.
 Those templates can be reached on http://pcmg.ucanr.edu/ when you are logged into the ANR Portal. Click on the “For PC Master Gardeners Only” line in the left column, then click on “Create New Materials.” They are for the following purposes:
	
PowerPoint templates: MGPC PPT Template clear Sept 2023, and  MGPC Template blue Sept 2023 These are the two building PowerPoint (PPT) Templates, one with a clear or white background, the other with a blue background, that contain the required introductory slides and ending slide which include approved ‘branding’. You may choose either one, depending on your preference for background color. 
In addition, the Title slide of each template contains place holders for required information. In the ‘Notes’ portion of the Title slide, show the following:
 Created:      date presentation developed/approved
Created by:   name(s) of Placer County Master Gardener(s) who created this originally
Audience:     Description of intended audience
Publicity:      Text that could be published on a calendar, Facebook, newsletter to attract an audience
Update History:   for each update to the presentation include date, name of updater, explanation of update    (were additional slides added, were web links updated, etc.)

Overview and Use of the PPT (PowerPoint) Templates
To use one of the templates, you must download it from the MG-only web site. Save it with a name other than the template name, something related to the topic or the title of the presentation you intend to create. Do not try to merge this template with another PowerPoint file in the hope that the information will carry over. If you are updating an existing presentation to the new format, copy the first four standard slides from the template into your existing PowerPoint.  Then update the title page.  Also copy slide 7 from the template to the end of your existing PowerPoint. The main body of your PPT SHOULD NOT be branded slides.
Each template has seven slides already in place. The first one is the title slide to which you must add the title of the presentation and the information identified in the notes section. The notes will contain information about when the presentation was developed, who developed it, the intended audience, and text that social media can use for publicity anytime the presentation is given. If you are updating an existing presentation, identify the original creator, if known, and provide your information in the “Update History” section. The three “Who Are Master Gardeners?” slides are to be used without changes as is the last ‘Thank You!’ slide. 

· Refer to Photo Resources Nov 2023 document for permitted websites to copy photos for your presentation.
·  As you create your presentation, add your talking points, and references (links to research-based sites validating your comments) to the Notes section of each slide. This will firmly link the talking points and “proof” to each slide and allow other MG’s to review research-based content they are unfamiliar with. (Refer to Kevin’s Referrals, References and Resources document to review, if needed.)   Referrals, Resources & References 2018
· Remember the Rule of 3: (1) Agenda: tell them what you are going to tell them; (2.) then tell them; (3.) wrap-up by telling them what you told them. The last items in the file are reminders we all need as we are going to give a presentation – be sure you are remembering what you need to bring, ask for evaluations, and remember to ensure number of contacts is entered into VMS. 

Note: The three “Who” slides may be accompanied by a fourth slide showing a screen shot of the current PCMG public web page. The fifth and sixth slides are blank presentation slides for the topic specific material and should be duplicated to create a slide stack – these can be replaced with any of the other slide formats available for additional slides that you add (click on “new Slide”). None of these topic specific slides should contain branding, so be sure to use slide formats that do not have branding footers as footers cannot be removed or changed.

MGPC RESOURCES Template Sept 2023- Each presentation will be required to have a minimum of one handout and this template can facilitate its creation by containing the minimum information about the program and how people can find it. It also has place holders for adding topic specific links and other material that the audience can use to find additional information. By providing this handout at the beginning, the audience knows that they can spend their time focused on the presenter and presentation instead of trying to write down or take photos of links, etc.  Once created, be sure to DELETE ALL RED TYPING, and add creation date in the footer.

Overview and Use of the RESOURCES Template
To use the RESOURCES template, download it from the MG-only web, saving it with a name that connects it with the presentation it accompanies. Replace the “Topic Title Here” line with the title of the presentation or something that shows this is a resource list for that presentation. The next several lines ensure that all audiences receive the URL for our web page plus the phone number that can be used to contact MGPC. The next section should list any paper handouts that are being provided, if any, other than the Resources  handout are available. Remember, this is for the audience to take home and provides information they can use to go into more depth on the topic covered. The template is meant to remind you of various types of resources you may want to share. Any research-based URLs that are listed in the slides should be included here plus any others that you may want to share, perhaps Pest Notes. Are there topic specific books that you think the audience might find helpful? Include anything else that you feel participants might find helpful to educate themselves further.

(---OPTIONAL---) MGPC Ppt SCRIPT Template Sept 2023 
Since this information is included in the notes section of the slides in the presentation itself, a separate file is not required. SIM will verify that this information is available in the Notes. 
This script file is intended to be a reminder for the presenter of talking points to accompany the words on each slide; it is not a script to be read to an audience. In this light the script should follow the presentation, section by section, outlining the key messages of each slide and pointing out references such as links or organizations that are available on the Resources sheet. NOTE: You can access the Notes section of each slide during a presentation if you use “Presenter View” when showing slides, but this does limit you to standing in view of the computer screen.

(Optional) Overview and Use of the SCRIPT Template
· To use the SCRIPT template, download it from the MG-only web, saving it with a name that connects it with the presentation which it describes. Remember, this file is for other MGs who are educating themselves so that they can give the presentation. Use the notes section of each slide to indicate talking points and information to be mentioned. That keeps the information with the slide to which it is connected. A script file can be created by copying and pasting the Notes information onto the script template to use during your presentation.
· The script file starts with the same information as that required in the Notes section of the title slide. The information included with “1 Welcome” is intended to assist presenters in introducing themselves and their topic, also to set the ground rules for the audience and these may be different each time the presentation is given. This would all be covered while the title slide is displayed. 
· The next portion of the file uses slide numbers to indicate which slide the information addresses. You will note that there are four numbers shown with “Who Are MGs” although there are only three slides in the template that address this. For those who are comfortable capturing the current PCMG public web page, we suggest that this be included here as the fifth slide. This file suggests that slide 6 be use to introduce any handouts that are being provided to ensure that the audience knows immediately that they do not need to capture this information as notes or photos during the rest of the presentation, allowing them to concentrate on the presenter and what is being said (which should be much more than is on the slide). 
· Please refer to examples of Script files available with presentations in the Materials Library of the MGPC website.

