SPEAKING GUIDELINES CHECKLIST

· Dress for the occasion but make sure you are comfortable. Look in a mirror before going "on stage." Hair okay? Nothing on your teeth? Fly zipped up? Practice a smile and take a few deep breaths. 

· Smile at your audience, when appropriate. 

· Do not be afraid to gesture ... it is a great technique for emphasizing a point. But don't overdue it to the point where you are always in motion which can be distracting to the listeners. 

· Talk in a conversational tone. Don't "lecture." 

· PREPARE. This is obvious and too important not to mention. If you are prepared you will exude self-confidence that will be apparent to the audience. Preparation means researching so you understand your topic. 

· PRACTICE. Practice until you are satisfied with your delivery. 

· Speak clearly, not too fast, with appropriate inflection, and keep your text simple. Big, impressive words are not necessary and can be distracting when your audience tries to figure out what they mean. 

· Make sure your message is organized, clear, and to the point. 

· Stand (or sit) tall. Maintain a leadership bearing, erect and leaning slightly forward. 

· Maintain eye contact with your audience. Ob-serve other speakers and note how often they are speaking to something other than their listeners. It is very distracting to an audience to have a speaker address the ceiling or podium! 

· Use the pause effectively. A second or two of silence is preferred over three or four "uh" or "ums." The stuttering speech that results from those little "uh" and "um" sounds drive listeners crazy and makes it sound like you don't know your material. You lose credibility. So don't do it. Simply pause! 

· Do not argue or become confrontational with anyone in your audience. If someone gives you a hard time, do your best to ignore it or offer to speak with him or her at the end of your delivery. 

· Be honest. If you don't know something, simply say "I don't know." 

· Be yourself. If you put on an act, you lose sincerity and credibility.

