Speaking/Presentation Tips


· Unless it is inappropriate, call members of your audience in advance to get their viewpoints on issues you wish to talk about. Then, incorporate these views into your message.
· Don’t button your jacket while you are walking up to the stage to speak. (Button your jacket while you are seated)
· Never start a speech by thanking the person introducing you and restating your name and title. If the first thing out of your mouth is boring and utterly predictable, you are sending a message to your audience that now would be a good time for them to tune out. Thank people after the speech, before you take questions.

· Never start a speech by apologizing for some inadequacy.

· Don’t start a speech by saying, "Today I’m going to talk to you about." Instead, start immediately with an interesting, provocative statement or question. 

· If you are using a PowerPoint Presentation, speak directly to your audience for at least for 3 minutes before presenting your first slide. 
 

· Always carry an extra bulb for your PowerPoint projector.
 

· Clichés work great with the media but make you sound unintelligent when delivering a speech.

· Good speakers occasionally use notes. Great speakers never use notes. Horrible speakers usually use prepared full texts.

· Messages that come out of your mouth need to be shorter, simpler, and less complex than messages you put in press releases, columns, brochures, manuals and books.


· When preparing your messages, avoid the temptation of gathering more and more information and facts. You likely know 100 times more information already than your audience or a reporter does. Instead, focus on narrowing and refining your message.

· Don't ever lean on the lectern.


· Avoid carbonated drinks before speaking-they will make you belch.


· If you have told a personal story that tells something about you to friends, and they all laughed, you may wish to incorporate this into a presentation if it helps make a point.


· Only use humor if it makes a point. If your humor doesn't have a point to it, then you are just trying to be a comedian and people will compare you to Jerry Seinfeld and other famous comedians-and you won't seem very funny in comparison.

· You don’t have to tell "jokes."  If you do tell a joke, don't announce it by saying things like "here's a funny story..."
· Don’t eye surf-don't have your eyes dart quickly across the room.


· Have a series of one-on-one conversations with people in your audience, whether it is three people or three thousand.


· If you persist in saying "uh" while speaking, then type the word "uh" and write a red "no" symbol slash through it. Place one of these on your computer screen, one on your bathroom mirror and one on the "12" on your watch. Leave them there for a week. After a week, you should be able to catch yourself before the "uhs" pop out of your mouth.

· The bigger the room you speak in, the slower you must speak.  It takes time for the sound to bounce around the room.

· Gesture with both hands, not just one hand.

· People will be watching you long before you speak; avoid any nervous or annoying actions.

· Use as many one and two syllable words as possible.

· Avoid big words when speaking. You won’t look smart; you’ll just seem like a pompous individual.

· Never read a speech if you are anyone other than the Chairman of the Fed. If you do read a speech, you will sound boring, dull, flat, and insecure. Your audience may dislike you for boring them and implying that they are too stupid to know how to read. Better to just pass out the written text.

· You wouldn’t send out a letter to an important client that hadn’t been spell-checked, edited and reviewed, so don’t be so cavalier with your spoken word.  Videotape your speech in advance and then review it sentence by sentence.  Get rid of the stuff you don’t like and that doesn’t address your key messages.

· If you don’t have time to do a video rehearsal of your speech, then create an audio recording and listen to it while driving to work in your car.

· If you don’t have time to do an audio recording rehearsal of your speech then at least say your speech out loud three times. This will help your brain form groves to your mouth so that everything will come out smoother during the actual speech.

· If you don’t have time to do any rehearsal, then you don’t have time to do a speech. So don’t do it!

· Make sure your shoes don’t have holes in their soles. If you are sitting up on a stage before you speak, people will see the bottoms of your shoes.

· If you are running short on time, don't start speaking faster to "squeeze it all in." You might as well start speaking gibberish because your audience will absorb nothing you say.

· Bring an element of joy to your speaking opportunities. If it's not fun for you, it won't be fun for your audience.

· After your speech is over, ask people to tell you EXACTLY what points they remember. (Use each speech as a focus group to improve your next speech)

· Be conversational (so don’t memorize).

· In writing, it is OK to write sentence after sentence that starts with subjects, then links to verbs, and then objects. However, you will sound very dull if you talk this way.

· Vary your sentence structure-sometimes ask rhetorical questions.

· Vary your speed, go faster, then slower.

· Pause…frequently.

· When you are in an audience watching another speaker and everyone is laughing and attentive, figure out why and take notes.

 



