
In Preparation, I Will…
• Be ava i l a ble to discuss plans for my

s peech / s em i n a r / work s h op.

• Kn ow what your or ga n i z a ti on does and

why it does it.

• Kn ow why I am there and have a spec i f i c

plan to accomplish your goals for my 

pre s en t a ti on .

• Kn ow the theme of your meeting and

rel a te my pre s en t a ti on to it.

• Kn ow why your em p l oyee s / m em bers

would want to hear what I have to say on

this top i c .

• Coord i n a te with other spe a kers / pre s en-

ters or the spe a kers bu reau to assume yo u r

goals are met .

• No tify you in adva n ce of my travel iti n era ry.

On-Site, I Will…
• No tify you wh en I arrive on site and 

con t act you immed i a tely should any seri-

ous del ays occ u r.

• Be acce s s i ble to you from the time I arrive

u n til I leave .

• Tell you the truth 100 percent of the ti m e

• Reti re early the night before my

s peech / s em i n a r / work s h op.

• Be re a s on a ble and con s i dera te in my use

of room ch a r ges and incidental ex pen s e s

• Be in the meeting room for a sound ch eck

at least 45 minutes before I spe a k / pre s en t .

• Coord i n a te with the set-up crew and

o t h er spe a kers / pre s en ters to make su re my

n eeds fit your overa ll need s .

• Stay out of the way until it is my tu rn to spe a k .

• Stu dy your audien ce and the other spe a k-

ers / pre s en ters to align my message with them

• Be dre s s ed appropri a tely, a lw ays one step

m ore formal or bu s i n e s s - l i ke than the

a u d i en ce .

• Provi de an easy, bri ef i n trodu cti on and be

ava i l a ble to coach my introdu cer.

• Ma ke su gge s ti ons to the crew as to how to

m a x i m i ze audien ce impact thro u gh the

c re a tive use of l i gh t s , sound or stagi n g.

• Be in the room , s e a ted and vi s i ble to yo u

even before my introdu cti on begi n s .

During My
Presentation, I Will…

• Walk on stage ch eerf u lly and open my

s peech / s em i n a r / work s h op  with en er gy

and purpo s e .

• Never use of f - co l or language or materi a l

• In teract con s t a n t ly with the audien ce and

i nvo lved them thro u gh qu e s ti on s , a show

of h a n d s , eye con t act and exercises as

a ppropri a te .

• Pre s ent well - re s e a rch ed , profound and

t h o u gh t - provoking inform a ti on .

• Use stories and hu m or libera lly.

• Re act matu rely, good - n a tu redly and 

f l ex i bly to any probl ems that may ari s e .

This inclu de s : a u d i o - vi su a l s , l i gh t s , s o u n d s ,

em er gen c i e s , etc .

• Never be ru de to an audien ce mem ber.

• All ow for qu e s ti ons and com m ents from

the audien ce du ring my pre s en t a ti on .

* Su m m a ri ze my key points and give ways

to rem em ber them .

* Rel a te my points to your or ga n i z a ti on

and peop l e .

• Never abuse my assign m ent by tu rn i n g

my speech into a sales pitch .

• Only of fer my books or other learn i n g

m a terials if a pproved or requ e s ted in

adva n ce .

• Sti ck to my time frame and ad just if n eeded .

After My
Presentation, I Will…

• Stay around after my speech / s em i n a r /

work s h op bri ef ly to answer qu e s ti ons or

hear com m en t s .

• Ch eck out and dep a rt with minimal ef fort

to yo u .

• Item i ze my ex penses and bi ll you prom pt-

ly after the progra m .

• Provi de recei pts as requ e s ted in adva n ce

• Prom pt ly fill orders for my produ ct s .

• Send a copy of my news l et ter to each

a u d i en ce mem ber as fo ll ow - u p, i f de s i red .

• Discuss with you stra tegies to con ti nue the

i m p act of my message du ring fo ll ow - u p.

• Never disclose any sen s i tive inform a ti on

a bo ut your or ga n i z a ti on .

• Be wi lling to accept pers onal ph one call s

to fo ll ow up on the speech from indivi du a l

a u d i en ce mem bers or exec utive s .

In Summary…
• I wi ll del iver an excepti on a lly good 

pre s en t a ti on in a high ly profe s s i onal manner.
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