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Facilitator’s Guidelines 











This section provides the facilitator with the resources to plan and conduct a workshop.





Each workshop unit has 4 sections:





	(	Facilitator’s Guidelines


		help the facilitator prepare for the workshop


	(	Workshop Overview


		highlights the key components of the workshop


	(	Workshop Plan


		provides the facilitator with an outline for conducting the workshop


	(	Workshop Resources


		include program activities, supporting videos, flyer, handout materials, and transparency masters





Topic:					Planning Presentations





Goal:					To help Family Support Group leaders and members develop skills for planning 								effective presentations.





Audience:				This session is designed for Family Support Group leaders.





Time Required:		2 hours and 25 minutes





Room Requirements:	This workshop requires a room large enough to accommodate the number of 									participants. It is designed as a group process for round-table discussions, with 8–10 							people at each table. The room should be arranged for maximum visibility of the flip 							charts, videos, and overheads.





Facilitator’s Preparation:





	1.	Reserve a location for conducting the workshop that will accommodate the number of  participants.





	2.	Prepare flyers (located in the Flyer Master section) and distribute them 1–2 weeks before the 					workshop.





	3.	Familiarize yourself with the goals of the workshop.


�
	4.	The facilitator’s job is to lead the workshop, which includes distributing handouts and organizing 			group flip chart activities. Other tips include:


			(	plan an ice breaker


			(	encourage participation


			(	check for understanding


			(	prepare room


			(	make workshop personal


			(	gather needed material


			(	enjoy yourself


			(	offer amenities, such as child care, parking, and refreshments





5.	Suggested activities are presented in square brackets ([  ]) in the lesson text.





	The lesson text is meant to assist you and is not intended to be read aloud to the participants. The 


	suggested activities list the visuals, handouts, or group activities that are used at particular 


	points in the workshop.





	6.	Prepare overhead transparencies from the Transparency Masters provided:


			#1	Planning Presentations


			#2	Objectives


			#3	Objectives


			#4	Types of Presentations


			#5	Knowing Your Audience


			#6	Visual Aids





	7.	Label a 3” x 5” card  for each type of presentation. These will be used for the group activity, with 			each group being assigned a specific type of presentation. 


			1.	Persuade


			2.	Explain


			3.	Teach or Instruct


			4.	Present a Report


			5.	Decision Briefing





	8.	Reproduce the necessary numbers of handouts from the Handout Masters:


			#1	Overcoming Your Fear of Public Speaking


			#2	Types of Presentations


			#3	Knowing Your Audience


			#4	Audience Analysis


			#5	Preparing the Presentation


			#6	Visual Aids


�
	9.	Assemble all other necessary materials and equipment.





		Workshop Materials:


			Flip chart paper on easels and colored markers for each group


			Legal-sized writing pads (one for each participant)


			Masking tape for securing charts


			Pens and pencils for participants’ use





		Equipment:


			Overhead transparency projector and screen
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Introduction





[Visual #1: Planning Presentations]





Welcome to the workshop on planning presentations. The members and volunteers of Family Support Groups have many opportunities to give presentations—to commanders, to the Family Support Group staff, to the community, and to new volunteers. 





You will learn techniques to help ease your anxieties about public speaking. Public speaking is a commonly feared activity. The thought of standing in front of a group of people, talking, and making sense to the audience is enough to send some people’s blood pressure soaring. 





How do you prepare for an oral presentation? This workshop will provide you with the opportunity to develop skills for more effective public speaking and show you a short, but very effective, process.





Objectives





[Visual #2: Objectives]





Participants can:


	(	learn techniques for overcoming anxiety


	(	differentiate among the 5 basic types of presentations 


	(	recognize audience characteristics that affect the presentation


	(	identify the 3 main parts of an oral presentation


	(	utilize a process for planning an oral presentation





[Visual #3: Objectives]





Anxieties about Public Speaking





[Flip Chart Activity: Anxieties about Public Speaking]





What worries you the most about speaking to a group? Please share with the group some anxieties you have about public speaking. 





(list responses, which may include: forgetting key points, dropping notes, tripping on cord)





As you can see, you are not alone. Many people really fear public speaking.





Traits of an Effective Speaker





[Flip Chart Activity: Traits of an Effective Speaker]





Think about what makes an effective presenter. What are some traits of a good speaker? 





(answers may include: sense of humor, knowledgeable about topic, relaxed, smiles, involves audience)





You have many of these skills. Those you do not have can be developed. Practice and preparation can combine to make anyone an effective speaker.





Techniques to Overcome Anxiety





[Flip Chart Activity: Techniques to Overcome Anxiety]





What techniques have you used to help overcome anxiety? Would you please share these? 





(answers may include: visualize audience, realize you are prepared)





Overcoming Your Fear of Public Speaking





[Distribute Handout #1: Overcoming Your Fear of Public Speaking]





This handout contains tips on overcoming your fear of public speaking. We will go over them together. 





Try different techniques until you discover the ones that help you.





Types of Presentations





[Visual #4: Types of Presentations]





You may be called on to make different types of presentations. Presentations serve different purposes, such as to:


	(	Persuade


	(	Explain


	(	Teach or Instruct


	(	Report


	(	Decision Briefing





[Distribute Handout #2: Types of Presentations


Ask for response]





When you give a persuasive presentation, you are trying to sell the audience. Your goal is to interest them and convince them that this is a great idea. When would you use this style? 





(answers may include: funding requests, convincing FSG to do a project)





If you need to familiarize the audience with something, the best type of presentation to use is the explanatory presentation. You are not selling anything; you are giving them the big picture or more information about something, instead. When would you use this style? 





[Ask for response]





(answers may include: explaining a change in procedure, unit change, or orientation to new program)





An instructional presentation is used to tell an audience how to do or use something. The audience is more involved and there may be much detail, depending on the subject. When would you use this style? 





[Ask for response]





(answers may include: teaching a computer program, a craft class, or how to fill out forms)





Oral reports present information, such as updating the audience on familiar information, giving a progress report, or perhaps some problem areas. This style is useful for keeping FSGs up-to-date on current information. 





A decision briefing involves going to the commander with information about an issue and requesting a decision. In the decision briefing, the presenter provides recommendations, advantages, and disadvantages of each recommendation, and requests a decision.





Before a military briefing, tell the individual or group what type of briefing you are presenting. You might open the presentation with a statement such as, “I appreciate the opportunity to update you on . . . ,” or “Your decision is needed regarding . . .”





In a military setting, specific terms are used for various types of presentations. An oral report may be called a “briefing.” An information briefing is similar to an explanatory presentation. 





Know Your Audience





Your next step is to determine what type of audience you will be addressing and how to best share information to them.





How knowledgeable is your audience? 





To understand or identify with the audience, determine what language to use based on the audience’s knowledge of the subject matter. For example, if the audience knows very little about the subject, it is best not to use acronyms or jargon.  An example would be using military terms when speaking to a civilian audience.





If the audience is knowledgeable about the subject, you may use technical words and more acronyms, but make sure everyone will understand you. You don’t want to lose your audience!





Some audiences are mixed. Some people will be well informed about your subject matter and others will be hearing new information.





�
What are the interests and attitudes of your audience? 





[Visual #5: Know Your Audience]





Analyze the interests and attitudes of your audience. Audiences may have high or low levels of interest. Their attitudes may range from positive to negative. If your audience has high interest and a positive attitude toward the subject, it will be easier to give your speech.





An audience with a high interest, but a feeling of uncertainty about the program, needs a clear, concise case presented to them. They want facts to lead them toward active support and involvement. Plan for interchange of information.





[Distribute Handout #3: Know Your Audience]





An audience with a high interest level and a negative attitude needs more attention given to the emotional content. An example might be a talk about downsizing or reorganization. These are emotional issues about which the presenter must remain calm. Be sure your information is correct and respect differing viewpoints.





A low interest and positive attitude audience needs some urging. The presenter should strive to prove the benefits of what is being said, how it will work for them, and what difference this information will make to them.





A low interest and neutral attitude audience includes people who may be forced to attend the presentation. Soldiers, especially single soldiers being briefed on family programs, are a good example. 





The presenter’s challenge is to persuade them that the presentation is worth their time. Although this group may be tough, a solid presentation that begins with an analogy or an example of why the topic is important may change their attitude.





The final group is the hardest. Audiences with low interest and a negative attitude do not want to be there and care little about what the presenter has to say. As a presenter, you must be very energetic and motivational. You have to prove the points accurately, using correct information and interesting visuals.





We have examined presentation anxiety, how to distinguish between different types of presentations, and how to know your audience. 





Developing A Presentation





[Distribute Handout #4: Audience Analysis]





[Distribute a 3” x 5” presentation card to each group]





We will be using Handout #4 through the rest of this workshop to help plan a good presentation. Each group is assigned a specific type of presentation. 





	1.	Persuade


	2.	Explain


	3.	Teach or Instruct


	4.	Report


	5.	Decision Briefing





Working with your group, identify an audience you may have an opportunity to speak to in the future. 





(allow 3–4 minutes)





In your groups, select an audience type and discuss how that audience would prefer to have their information presented. Serve as sounding boards for one another. Refer to the handout to determine:





	(	What is the audience’s knowledge level?


	(	What is the audience’s interest level?


	(	What is the audience’s attitude—is it generally positive, neutral, or negative?


	(	How you would present the information to them? 





[Refer to Handout #3: Know Your Audience]





(allow 10 minutes for activity)





Group Discussion





Please ask a volunteer to share your group’s results.





(allow 10 minutes for discussion)





At this point, you’re probably wondering, “How do I find out this information about the audience?”  Ask!  Check with people who have made presentations to them. Find out about their general attitudes and interest level in the subject matter you will be presenting.





We have discussed different aspects of presentations. We will take a 15-minute break, and when we return, you will learn how to plan a presentation.





[Break 15 minutes]





Planning a Presentation





Welcome back from the break.





[Distribute Handout #5: Planning a Presentation]





How do you plan an oral presentation? You might remember when you had to present a book report in school. You told the class what the main theme of the book was. You told them how the author developed the theme using examples from the book. Then you summarized what you told them. It is the same with any presentation.





[Walk audience through the steps of the handout]





Planning a presentation is easy if you pay attention to a few key questions.


Ask the 4 W questions?


	(	Who


	(	Where


	(	Why


	(	What





Ask the H question?


	(	How





Preparing the Introduction





The introduction and conclusion of a presentation are the parts the audience is most likely to remember.





[Ask participants to refer to Handout #3]





The introduction draws the audience into listening to your presentation. It introduces the subject and the main purpose. 





[Group Activity #1]


Focus on a future presentation you may make. You may use the example your group used during the “knowing your audience” exercise. Prepare a draft copy of your introduction on legal pads.





(allow 5 minutes for this activity)  





Preparing the Conclusion





Let’s move on to the conclusion of the presentation. We are going to bypass the body of the presentation to prepare the conclusion because this is the last moment with your audience. The last thing you say is what the audience is most likely to remember.





The conclusion is where the presenter makes sure the audience knows what it has been told. The presentation must leave a good impression. Before concluding, ask for questions and then conclude the presentation. Give your concluding statement only after you’ve responded to any questions. 





[Group Activity #2]





Using this technique and your legal pad, develop a conclusion for your presentation.





(allow 5 minutes for this activity)





Preparing the Body of the Presentation





Let’s move on to the body of the presentation.





[Ask participants to refer to Handout #5]





To prepare the body of the presentation, you will need a variety of resources, such as facts, figures, visuals, comparisons, and examples. The body supports your ideas. Use no more than 3–5 main ideas in your presentation. 


	(	Examples illustrate and describe your main ideas, define ideas, and describe various approaches.


	(	Reiteration uses a variety of ways to bring home the main ideas.


	(	Statistics enhance your facts; use a visual when presenting statistics.


	(	Comparisons and analogies support the main idea or assist the audience in relating to your point of 			view.


	(	Expert testimony from those who have benefited from Family Support Groups.





It’s important to develop a presentation by thinking of ways your audience can relate to the facts or positions you are presenting. Involve the audience in saying, writing, or doing something using the information. Use activities that will help participants to learn or apply the information that is being presented. One important principle of adult learning is that adults learn best by being actively involved in the learning process.





On your legal pad, write down a few main ideas or facts for the body of your presentation and your ideas for a learning activity. 





[Group Activity #3]





(allow 10 minutes for this activity)





Visual Aids





[Distribute Handout #6: Visual Aids]





You now have a plan for developing your presentation. How will you visualize your key points? Visuals must fit the content, group size, and setting in which the presentation will be made. If you plan to use visual aids, here are some hints:


	(	Use only the visuals you need.


	(	The visual aid must fit the presentation material.


	(	Flip charts are for small groups (letters should be big and bold).


	(	Overhead transparencies work well for medium-sized groups. 


		They are easy to make.


	(	35 mm slides may take time to prepare, but they are impressive, especially in large group 					presentations.


	(	Present only one key idea per visual.


	(	Use key words and phrases.


	(	Use the largest type possible.


	(	Make sure visuals are accurate, grammar is correct, spelling is correct, and that there is enough white 		space.


	(	A general rule of thumb for white space is a maximum of 6 words per line and 6 lines per visual.


	(	Make sure lighting and seating are adequate to see the visual.


	(	Pay attention to color; can it be seen and is it effective?


	(	Know your equipment. Test it before the presentation to be sure it works, is in focus, and can be seen 		by the audience.


	(	Do not turn your back to the audience and talk to the visual.


	(	Use progressive disclosure. Reveal only that part of the visual you want the audience to see so they 			do not get ahead of the point you are trying to make.


[Visual #6: Visual Aids]





Remember visual aids are important because they:


	(	organize thoughts


	(	increase understanding


	(	save time (a picture is worth a thousand words)


	(	arouse interest


	(	dramatize, reinforce, emphasize


	(	simplify complex ideas





Take a few minutes to think about visuals that would support the presentation you plan to make.





(Allow a few minutes for groups to plan visuals)





Group Presentations





Each group will have an opportunity to share their planned presentation. Tell us your topic, your audience, how you will open the presentation, what information will be included in the body, and how you will present it and conclude it.





[Group Activity #4]





(allow 15 minutes for reports)





Conclusion





A key challenge that a presenter faces is making sure all the material presented is useful. Our workshop today has focused on why it’s important to develop your presentation by thinking of ways the audience can read, hear, and see examples of the facts or positions being presented.





It is important to remember to:


	(	Involve the audience in saying, writing, or doing.


	(	Make sure material is useful.


	(	Do adequate advance planning.


	(	Give yourself enough practice.





Before very long, presenting to 1 or to 1,000 will become second nature.





[Distribute Handout #7: Evaluation]


 �
Flyer








Planning Presentations











Learn techniques to overcome anxiety.





Learn the 5 types of presentations.





Learn the 3 parts of an oral presentation.








This workshop will provide you with:


	(	 take-home information


	(	 practical applications


	(	 opportunity to meet people with common interests








Join us at 																								





For a workshop on 																					





Date 																										





For more information contact 																		








See you there!
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Visual #2











Objectives





	(	Learn techniques for 									overcoming anxiety








	(	Learn the 5 types of 									presentations








	(	Recognize audience 									characteristics that affect 					the presentation


�
Visual #3








Objectives








	(	Identify the 3 parts of an 					oral presentation








	(	Learn how to plan an oral 				presentation





�
Visual #4








Types of Presentations








	(	Persuade





	(	Explain





	(	Teach or Instruct





	(	Present a Report





	(	Decision Briefing





�
Visual #5











�





�
Visual #6








Visual Aids





		(	Organize thoughts





		(	Increase understanding





		(	Save time





		(	Arouse interest





		(	Dramatize, reinforce, 								emphasize





		(	Simplify complex ideas


�
Handout #1








Overcoming Your Fear of Public Speaking











(	Breathe. Take a few deep breaths before you begin to speak; stop and breathe between sentences.





(	Self Talk. Tell yourself you are not going to die, others have done this and lived. You know your 	material. You are good.





(	Visualize. Imagine yourself talking to the group. Imagine the time, place, how you will feel, what you 	will say. Imagine how confident you are.





(	Solid Stance. Don’t sway back and forth or side to side. Don’t lock your knees. Relax!





(	Arrive Early. Allow time to be sure everything is ready and get acquainted with the room—how it 	smells, feels, looks.





(	Greet Your Audience. Before you begin, say hello to a few people. This assures the group that not 		everyone is a stranger. You will know a few people by name and will know about what interests your 		audience.





(	Food. Eat nutritional food and avoid sugar and caffeine.





(	Pace Yourself. Pace yourself so your energy level stays constant.





(	Practice. Practice your material and your nonverbal messages, such as hand movements, eye contact, 	stance.





(	Find an Amen Corner. Find a friendly face that you can look to for confidence, but don’t lock on that 	face.





(	Water. Have a glass of water handy; it helps with dry mouth. If you forget where you are or what you 	were going to say, take a quick sip to clear the cobwebs.





(	Don’t Read Your Presentation. This will make you more nervous. Practice, practice, practice so that 	you will need your notes only for numbers and to assist you in remembering your key points.





(	Practice. Practice in front of a friend, use a video camera, a tape recorder, or a mirror.





�
Handout #2








Types of Presentations











	(	Persuasive 


		(	Selling the audience on a new idea


		(	Asking for money


		(	Exciting the audience





	(	Explanatory 


		(	Informing, rather than selling


		(	Telling about something


		(	Familiarizing





	(	Instructional


		(	Showing how to do something


		(	Showing how to use something


		(	Encouraging more audience involvement





	(	Oral Report


		(	Updating progress on a task


		(	Discussing problem areas





	(	Decision Briefing


		(	Providing background information on a situation or problem


		(	Providing recommendations for action


		(	Presenting advantages and disadvantages of each recommendation


		(	Requesting a decision





�
Handout #3








Know Your Audience








	(	High Interest—Positive Attitude


		(	already sold on your topic


		(	keep the energy high


		(	example—conference





	(	High Interest—Neutral Attitude


		(	they want facts


		(	be clear and concise


		(	encourage interchange of information


		(	example—people learning a new task





	(	High Interest—Negative Attitude


		(	avoid getting caught up in their attitude


		(	respect the variety of viewpoints 


		(	stay calm and collected


		(	be sure facts are correct


		(	example—downsizing of an organization





	(	Low Interest—Positive Attitude


		(	need some urging


		(	pleasant, but lethargic, audience


		(	prove benefits of your presentation


		(	show the difference it will make to them





	(	Low Interest—Neutral Attitude


		(	audience may be forced to attend and is not sure why


		(	persuade the audience


		(	make it worth their time to listen


		(	have a solid presentation





	(	Low Interest—Negative Attitude


		(	they do not want to be there


		(	prove points quickly and accurately


		(	must prove what is in it for them


		(	be motivational and energetic


�
Handout #4








Audience Analysis











Identify a person or group that you will give a presentation to and complete the following questions to guide you in preparing your talk. Use the same process for future groups that you will address.








	1.	General audience analysis: Who will be there?


																											


																											


																											





	2.	How long have they known about Family Support Groups?


																											


																											





	3.	What is their knowledge of Family Support Groups?





		Very little _____				Moderate _____				High _____





		Are they familiar with military terms? _____





	4.	How willing are they to accept the ideas I will present?


		High Interest _____			Positive Attitude _____


		High Interest _____			Neutral Attitude _____


		High Interest _____			Negative Attitude _____


		Low Interest _____			Positive Attitude _____


		Low Interest _____			Neutral Attitude _____


		Low Interest _____			Negative Attitude _____





	5.	Audiences that Family Support Group leaders and members may give presentations to:


																											


																											


																											





�
	6.	What opinions might the audience have about the subject matter that I will present?


																											


																											


																											





	7.	Why will the audience be attending my presentation?


																											


																											


																											





	8.	What are the advantages and disadvantages of speaking to this audience?


																											


																											


																											





	9.	Who could tell me more about this audience


																											


																											


																											





�
Handout #5





Planning a Presentation








1.	Who am I giving this presentation to?


																											





2.	Where am I giving this presentation?


																											





3.	Why am I giving this presentation?


																											





4.	What do I want to have happen after the presentation is complete?


																											





5.	How will I make my presentation? 


																											





6.	Is the purpose of my presentation to:


		(	persuade


		(	explain


		(	instruct or teach


		(	present a report


		(	request a decision





7.	I have 									 time for the presentation.





8.	Do I have enough time to cover the subject matter and complete my goal? 					








Planning the Introduction





The following are examples of ways to open a presentation.





		(	Direct statement—Why is this important to the audience?


				The Family Support Group is as important during peacetime as it is during deployment.





		(	Indirect opening—Some vital information that is interesting.


				Last year, our unit deployed 15 times in 12 months.





�
		(	Vivid example or comparison—This must lead directly to the subject.


				This Family Support Group has increased its membership 10 percent in the past 12 months.





		(	Strong quotation—The quotation must relate to the subject and be meaningful to the audience 				to establish rapport.


				Remember when we were told 					? Today, this applies to Family Support 						Groups because 						.





		(	Important statistics—Make sure they can be validated.


				Last year, this Family Support Group assisted 35 families.





		(	Story—Illustrate the subject; stories should not be just for entertainment.





		(	Yourself—If someone has not already done so, introduce yourself, tell where you fit into the					 organization, and list any credentials you may have.





9.	What type of introduction will I use?


		(	Direct statement


		(	Indirect opening


		(	Vivid example


		(	Comparison


		(	Strong quotation


		(	Important statistics


		(	Story





10.	The introduction will say:


																											


																											





11.	Will I introduce myself? What will I say? What will someone else say about me? What information 	should they have to introduce me as I want the audience to view me?


																											


																											








Body of the Presentation





The body of the presentation should be well organized and contain enough information to cover the subject completely. Options for presenting information include:





		(	Examples—illustrating or describing my main ideas, definitions of ideas, various approaches.





		(	Reiteration—use a variety of ways to bring home the main ideas.





		(	Statistics—to enhance facts, use a visual when presenting statistics.


		(	Comparisons and analogies—support the main idea or assist the audience in relating to my 					point of view.





		(	Expert testimony—from those who have benefited from Family Support Groups.





12.	What type of information used in the body would communicate the type of message I wish to send to the 	audience?


		(	Examples


		(	Reiteration


		(	Statistics


		(	Comparisons


		(	Analogies


		(	Expert Testimony





13.	What resources can be used to develop the body content?


																											


																											


																											





14.	The body will say:


																											


																											


																											








Conclusion





15.	If the audience remembers nothing else, what would I like them to remember from my presentation?


																											


																											


																											





16.	My conclusion will say:


																											


																											


																											





�
Handout #6


Visual Aids





	(	Visual aids are important because they:


			(	organize thoughts


			(	increase understanding


			(	save time (a picture is worth a thousand words)


			(	arouse interest—dramatize, reinforce, emphasize


			(	simplify complex ideas





	(	Visuals can be pictures, videos, cartoons, objects, demonstrations, or yourself.





	(	Use the visual aid that will best represent your key points.





	(	Limit visuals to those that strengthen your message. More is not better.





	(	Use flip charts with small groups. Make sure the letters are big and bold.





	(	Explore opportunities to make word and graphic transparencies with a computer.





	(	Slides (35 mm) are more expensive and time consuming to prepare, but project best for 


		large audiences.





	(	Present only one key idea per visual.





	(	Use key words and phrases.





	(	Do not use all caps because they are hard to read. Use bold type instead.





	(	Use the largest type possible.





	(	Make sure visuals are accurate, grammar is correct, spelling is correct, and there is enough 


		white space.





	(	A general rule of thumb for white space is: maximum of 6 words per line and 6 lines per visual for 			overhead transparencies.





	(	Pay attention to color—what will the audience respond to or reject? What can be read easily?





	(	Know your equipment. Test your visuals before the presentation to make sure that the equipment 				works, the images are in focus, and the audience can see them.





	(	Make sure lighting and seating are adequate to see the visual.





	(	Do not turn your back to the audience and talk to the visual.





	(	Use progressive disclosure. Reveal only the part of the visual you want the audience to see so they 			don’t get ahead of the point you are trying to make.


�
Handout #7





Workshop Evaluation*





1.	Did you understand the objectives of this workshop?					_____Yes	_____No





2.	Do you think these objectives were met?								_____Yes 	_____No 





3.	If you answered No to either 1 or 2, please explain your answer below:


																											


																											


																											





4.	Circle the word which best describes the effectiveness of this workshop:





	Inadequate		Marginally Effective		Effective		Very Effective		Outstanding





5.	Based on your above response, what are your suggestions for improving this workshop?


																											


																											


																											





6.	How did you benefit from this workshop?


																											


																											


																											





7.	Did this workshop meet the needs of the participants?				_____Yes	_____No





8.	Circle the word which best describes the facilitator’s presentation:





	Inadequate		Marginally Effective		Effective		Very Effective		Outstanding





9.	Please share your comments about the facilitator’s presentations?


																											


																											


																											





10.	If you were the next facilitator to lead this workshop, how would you improve it?








*Use the back of this sheet to continue your responses, if necessary.
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