
 
The successful presentation checklist 

 

We all know that giving an important presentation or speaking at an event can be terrifying; 

some of us even fear it more than death.  Speaking in public definitely gets easier with 

practice but most of us will always be a little bit nervous before we take to the podium.  I 

speak in public a lot and find that following this checklist takes some of the stress away.  

1. Know your topic 

The better you understand what you’re talking about the more confident and relaxed you will 

be.     

2. Be clear on what the organizer expects of you 

Who is the audience?  What will they expect from you?  What sort of tone does the organizer 

want – humorous, inspirational, serious, or something else? Are you the only speaker, or are 

you part of an event?  How do you need to fit in?  Bear in mind that if you’re opening or 

closing the event the organizer might want something special.  Ask what else you need to 

know – there may something you’re unaware of that the organizer hasn’t thought to tell you 

about. 

3. Practice, practice, practice.  Then practice again. 

Practice the talk at least three times before you do it for real.  Aim to be able to manage 

without notes, if you can move around and engage with the audience you’ll do a much better, 

more natural presentation than if you cling on to the lectern and read out a prepared script. 

4. Time yourself 

As you practice, time yourself and make sure that can get through all of the slides without 

rushing.  If it’s tight, cut some slides – less is definitely more.  Allow time for questions and 

interacting with the audience - talks are more powerful if the audience can share insights and 

ask questions.  I like to get the audience involved early on but it can be risky, especially if 

you’re not an experienced speaker.  If you’re worried about losing control ask them to hold 

questions and comments until the end of your presentation.   

5. Embed video and audio files 

You can’t rely on a good internet connection being available in most venues so embed any 

audio or video files you’re using into the presentation (nb you may need to use conversion 

software but an internet search throws up lots of useful tips).  We’ve all seen presentations 

fail because the speaker tries to stream content and for some reason it goes wrong.  The same 

goes for attempting to download your talk from the Cloud (see # 6, below). 

6. Have a back-up of your presentation with you 

Even if you’ve emailed a copy of the presentation to the organizer take a copy with you on a 

memory stick as many things can go wrong:  they may forget to download it, the PC you’re 
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supposed to be using might break down,  the internet connection might be rubbish.  If you 

have a copy on a memory stick you’ll be able to get around most problems. 

7. Take all useful chargers, adapters, clickers and extension cords with you 

If you’re using your own laptop make sure that you have all of the chargers and adapters you 

need: you don’t want to run out of juice mid-presentation and you want to be sure you can 

connect to the projector (Mac users need to be extra careful!).  I also usually have a long 

extension cord and clicker with me, venues often provide them but the extension cords aren’t 

always long enough and the clickers don’t always work – it’s distracting if you have to keep 

going to the PC to move slides on. 

8. Get there early 

 

Public speaking is stressful enough without adding time pressure to the mix.  Get to the 

venue an hour before you’re due on so you can connect everything up and make sure it’s 

working OK.   

 

9. Get ready 

 

Just before you go on, perhaps as you’re being introduced, think about something you’re 

really proud of.  It could be some great feedback a client gave you, a job you’ve just landed, 

getting your degree, even buying your first car – it doesn’t matter as long as it makes you feel 

good.  Have it in mind as you go on stage, you’ll look and feel more confident.  Take a deep 

breath, smile, thank the introducer and get started. 

 

10. Keep calm and carry on 

 

If it all goes horribly wrong don’t panic.  Time may seem to stand still for you but for the 

audience it’s probably been a second or two, tops, and they haven’t really noticed anything’s 

amiss.  If you’ve forgotten what you were going to say, don’t worry: nobody knows what was 

coming next anyway and you can always come back to the point you’ve overlooked.  If the 

technology fails and you can’t fix it quickly, ask for help, someone will always come to the 

rescue.  If you know your stuff you may be able to continue without the slides until the 

presentation is back up, or just talk to the audience – it can be a good time to ask if they have 

any questions or any wisdom they want to share with the room.  Deal with hecklers politely 

but firmly: “That’s really interesting, thank you.  I’ll be addressing that in a minute so can we 

come back to that later?” or “Can we talk about that offline?” will get you out of most 

situations.   

 

Lastly, enjoy yourself - if you’re not the audience won’t be either so try to relax and have fun.  

Good luck! 


