
Smart Brevity® Workshop



Agenda
Refresh: 
A quick Smart Brevity review. 
10 mins

Hands-on exercise #1: 
You’ll break into smaller groups and work together to 
write a pre-read from a deck. 
30 mins

Review: 
We’ll regroup and discuss your work. 
30 mins

Break: 
10 mins

Exercise #2: 
Now you’ll rewrite an actual slide or two from the deck 
using your memo as a guide. Then we’ll review. 
60 mins total



vv

Audience first!

1/  Picture an informed reader in your audience — a 

real person.

2/ Select the details most relevant and interesting to 

that person.

3/  Consider: Would you read it?



vv

Decide what’s 
worthy

1/ Shares new information and provides 

essential context.

2/  Explains why something matters with 

authority and expertise.

3/  Speaks to insiders and intrigues outsiders.



vv

Write like a human

• Be conversational: Short, simple words 

have more energy and impact.

• Be authentic and relatable.



Headline

What’s new

Why it matters

Three key parts 
of a communication
To be successful, optimize for:

● Scannability
● Comprehension
● Memory

These are your most critical elements.



 Use Axioms 
like street signs

/ They provide quick visual orientation 

and help the reader navigate.

/ You can borrow ours, or create your 

own.



1. Shorter paragraphs for 
readability. 

2. Bullets for scannability. 
3. Bolding for impact. 
4. Link out to go deeper. 

Our styling tips



Before After



Internal use only 10

If you keep your slides spare, where does all that 
extra detail go?

You have options!

● Pre-read memo

● Well-organized appendix slides

● Post-presentation sendalong

This allows the audience for your live presentation to 
actually read your slides and, crucially, listen to you.



vv

Pro tip: Make your pre-
read memo thorough

● Think of it as the full accounting of your 

deck and presentation. 

● It could serve as the permanent archive on 

the information you presented. 



Internal use only 12

Pre-read memos…

● Are inviting and easy to read.
● Tell the story you’ll tell in the room – 

often more in-depth.
● Help you clarify your story and 

thinking.



Exercise instructions



Exercise instructions

1) We’ll split you into smaller groups. 
You’ll work together as a group, not as 
individuals. 

2) For exercise 1…
You’ll use a deck as source material to draft a 
pre-meeting memo. Focus on the story of the 
deck and your presentation. We’ll come back 
together, and each group will share. 

3) For exercise 2…
You’ll rewrite a slide or two from the deck using 
the Smart Brevity principles. Then you’ll share.



 We want your feedback

It’ll help us improve future Worksnops. 

● Scan the QR code and answer a 
simple, six-question survey. 
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