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Preparation Checklist





Do I understand the wants and needs of  my audience?





Do I know my topic?  Is it current, interesting, and relevant?





Have I clearly defined my objectives?





Will my audience know what I want from them?





Will my first words grab my audience’s attention?  Will it make them listen?





Are my messages clear, concise and easily understood?





Does all information presented relate to my main message?





Have I applied ‘Less is More’ principle?





Have I planned my message and sequence in advance?





Do I know where to ‘Pause’ effectively?





Do I know when to use my visuals to enhance my verbal message?





Are my notes concise and readable





Have I ended my message on a positive note, with a clear ‘Call to Action’?





Have I rehearsed sufficiently?�
�
Delivery Reminders





Use your notes!  Keep to your format.





Be yourself, be confident, be sincere.





Pace yourself.





Speak in a relaxed, conversational tone.





‘Pause’ to formulate your thoughts.





‘Pause’ to allow your audience to think about each idea.





Listen with both your eyes and ears.





Watch for the ‘Permission to Continue’.





Use the same delivery techniques during question period.





Clearly understand any questions being asked.





Deliver concise, consistent answers.
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Enjoy Each Opportunity to Communicate Your Message Effectively
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