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Congratulations! You’ve been chosen to lead the next sales meeting.

Congratulations!  Your suggestion was approved and you have to present it to the team

Congratulations!  You children volunteered you to head the committee for the school bazaar.

Congratulations! You were selected to lead a discussion group at your church.

Congratulations! You've been asked to give a speech at your high school class reunion.

For most people these occasions are not cause for congratulations or celebration.  It’s not unusual to hear people say, “I’d rather die than speak in public.”  This is literally the truth.  Surveys show that many of us fear public speaking more than death.  Take heart.  Help is on the way.  This book will provide four steps to help you design and deliver a successful presentation with less fear and more confidence.  

There are four P’s for successful public speaking: 

	planning

	preparation

	practice

	presentation  







Think of it as cooking a meal or getting in shape for a sporting event.  You must have the right ingredients, the right equipment and some knowledge.  You don’t have to be Emeril Lagasse to make a good hamburger or Serena Williams to play a game of tennis but you must do some of the same things that experts do.  Not all of the suggestions and directions will apply to every speaking situation you encounter.  Use your discretion.  The more information you have the better prepared you will be.

I won’t promise that after reading this book you will never be afraid or uncomfortable speaking in public but you will have a toolkit and methodology to reduce the stress and anxiety.  Let’s get started.
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CHAPTER 1
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Planning -The Four Ws 

The fear surrounding public speaking comes from the real prospect that you will:

	freeze and/or

	make a fool of yourself


This is a distinct possibility if you don’t do something to make it less likely.  Fear often comes from lack of planning.  If you haven’t studied for a test you’re afraid of failing.  If you didn’t pack in a timely manner for a trip, you feel anxious about forgetting something; so it is with speaking; you have to plan.  

There are four sets of questions you should answer before accepting the invitation to present or write a single word.

What

	What is the occasion?


This may seem to be a silly question but clarity about the reason you are speaking is essential.  A formal business presentation has a very different tone and purpose than leading a committee meeting to organize a bake sale.  

Clarity of purpose is essential before you begin to plan and write your presentation.  What are you expected to accomplish by the end of your presentation?  Ask as many questions as necessary to be clear on this point.  

Here are some possibilities: 


-  Entertain –This presentation is humorous and usually short.  Your aim is to make people laugh and relax.

-  Introduce someone or some topic- Another short speech to set the scene for the next presentation.  If you are introducing a person, double check your facts.  It is wise to ask the person to send you a one-page bio. 

-  Transmit information – It is important to be clear not only what information you are providing but why.  Are you telling the audience something they will need for a later presentation?  ​ 

-  Persuade the listeners to do something specific– What is the audience being asked to do?  Make sure you are in complete agreement with the action you advocate.  Don’t try and sell something you wouldn’t buy yourself.

-  Tell a story – Is it your story or someone else’s?  Do you have the facts correct?  Do you think you have the right/permission/authority to tell the story?  Will telling the story hurt/embarrass/defame or humiliate any particular person or group?  If so, are you willing to take responsibility for the consequences?

-  Represent a specific point of view or organization – Make sure you are fully informed about what the organization stands for and agree with their position.

-  Inspire or motivate – This is usually a presentation that speaks to the emotions.  Your aim is to arouse a particular feeling or to develop interest and/or commitment.

-  Formulate a specific plan of action – If you are leading a committee or planning body, the end result is a plan to reach a specific goal.  It may require different persons or groups to each have a specific role.  It may also require setting future meetings to report progress or adjust assignments.



Compose a list of questions and contact the person who invited you to speak.  Be sure you have that person’s phone number and email address.  Obtain as much information as you can.  

Request a copy of the program/agenda for the event even if it’s a draft.  Knowing the flow of the program will be invaluable in preparing your speech.  

	What activity or speaker comes before you and after you?



If you are first on the program the audience has no one to compare you with.  They haven’t become bored or frustrated.  On the other hand, their expectations may be very high.  


This is a good place to use appropriate humor in the early part of your presentation.  It creates a relaxed atmosphere and friendly connection with the audience.  Make a special effort to do your best.  Set the bar high for those who follow you.


If you are somewhere in the middle, do your best to be polished and smooth.  Audiences appreciate a presenter who stays on topic and values everyone’s time.


If you are the last speaker, it is important that you close with a bang.  Leave the audience with a meaningful quotation or clever catch phrase.  Give them something to remember you by and understand that they all are at some level just waiting for you to finish so the event will be over.



	Are you on before, after or during a meal?  


Before a meal: 

The audience is hungry and restless.  They have probably been in session for a few hours and are looking forward to an opportunity to stand up, stretch and relax.  Perhaps you could start by acknowledging the coming meal and assuring them that you will respect their hunger.

After a meal:

An audience can find it difficult to settle down or worse difficult to stay awake.  If possible build some kind of activity into the presentation or a large dose of humor. 

During a meal:

One of the greatest challenges as a speaker is to present while people are eating.  In addition to the distraction of the food, you are competing with the noise of plates, silverware and the movement of servers.  Just make sure you speak loudly enough to be heard.  Acknowledge the situation with the audience and give it your best effort.  Competing with food is a tough proposition and there are no easy answers. 








	What are the time limits for your presentation?


Even the most accomplished speaker can ruin a presentation by not knowing when to stop.  The audience, other presenters and the event organizers get bored, restless, annoyed or even hostile.  Plan to speak five minutes less than required.  This leaves time for laughter at your jokes, applause for your riveting rhetoric or, if appropriate, questions.  Always leave them wanting more or, at the very least, grateful that you finished as quickly as possible.  

	Are you required to participate in any pre or post event activities?


Be sure to ask about any other activities connected to the event that might require your presence.  There may be pre or post meeting pictures, panel discussions or focus groups.

	What expenses or fees will be paid?


If you are not an established speaker, you may be offered a small honorarium, a free meal or perhaps free admission to the event.  Service organizations or non-profits may have no budget for presenters.

Knowing the cost of speaking at the event helps to determine if you are willing to donate
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	Who is sponsoring/organizing the event?









	Who is the audience?




























	What date and time of day will you speak?
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