Public Speaking Checklist
I. Know Your Audience 

A. Determine what they want to learn or hear and at what level of detail.
B. “Own the room” before your presentation.  Mingle and greet as many people as you can before your presentation.

II. Know the Venue.  
III. Know the A-V Equipment.  Check to ensure that your slides work on the equipment available.  Check remote slide changers to ensure they function properly.  
IV. The Speech is the point – Avoid distractions – Non Verbal communication is important.
A. Dress – color – style – jewelry - accessories

B. Mannerisms
C. Eye Contact

D. Nervousness shows; hesitation words (“um”, “er”) are annoying

E. Handouts

F. Excessive Power Point or other visual aids

V. Be Prepared

A. Know the subject – believe in it – no apologies

B. Practice for
C.  cadence, inflection, timing, time limits, comfort, effective pauses

VI. Deliver The Goods

A. Primacy & Recency – Begin strong and End Strong

B. Keep it simple and clear – stick to 2-3 points 

C. Organize the subject:  tell them what you are going to say; say it; tell them what you said.

D. Create excitement and interest in what you have to say

E. Avoid reading a speech or become a great “reader”

F. Know when to sit down.

G. Own the audience – make eye contact

H. Don’t drone 

I. Don’t copy someone else’s style.  Be yourself – be authentic

J. Speak from your heart or your gut. 

K. Avoid personal opinion – Support Foundation decisions
