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The structure of your speech

Title

Pick a title that takes a strong position.  If you're speaking at an event or conference, it's how people choose whether they want to attend your session.  With an ambitious one, the work shifts to possible points that just might support what the title is promising.
Making the outline

Build an outline with one overriding idea with sequential points.  Ask yourself:

· What results do I want?

· Do they know this fact or lesson already?

· Do they need me to explain this point in a different way?

· Are they saturated with information and need a break or a laugh?

Only include the key words or phrases.  Use first and second person voices. This is about me and you and no one else.  Use this outline in your slides, showing your audience your plan as you go.

Write it as a letter to a friend

Write your talk as a letter to someone who you care about, but who isn’t in your field.

Your opening

Open with a memorable bang to grab attention. Begin with a relevant anecdote, a startling fact, or statistic.

Ted-Talk method (option A)
Explain the status quo in one overriding point, and compare that to what could be. Make that gap as big as possible to show the loftiness of your idea. Amplify it. Your audience has to contend with what you just put out there: "Do I want to agree with this and align with it or not?" Then the rest of your speech supports that, through stories, jokes, statistics, and graphics.

Only have three supporting points for a TED Talk.

Traditional method (option B)
Explain what you are going to talk about, what you hope the audience will do afterwards, and the order of the presentation’s main points. You should be into your first point after 90 seconds.  
"I have 30 minutes and five points to make.  I’ll spend five minutes on each point and save the remaining time for questions."  That takes 10 seconds to say, but for that small price you own the audience’s attention since they now know the plan and the pace.

Signposting

In a long presentation, use signposting to show where one part ends and a new one starts.   “Now we come to ____, my third of my five points,” etc.  Perhaps you want to give a short summary after each point.  

Your points and supporting arguments
Make a list of five strong, specific points unless it is a TED Talk.  Every point should be compressed into a single, interesting sentence.  Show the list of your points to friends and contacts.  Ask them how to make the list better.  If you're not sure what the point is, or whether it’s relevant, cut it out of your material.  If your list of points is visual, present important items at the beginning; if the list is auditory, present important items at the end.

Subdivide each point into supporting arguments.  The arguments might be long, but no one should ever be confused as to what your point is while you are arguing for it.  Top-ten lists and frequently asked questions are easy formats for arguments.  

Back up your arguments with references, and explain the weaknesses and benefits of the alternatives, as well as the weaknesses of your points.  Imagine someone asking, "So what?"  Include examples in your answer; rhetorical questions give speeches the appearance of a dialogue with the audience.  Then describe the solution your points compel and appeal for action. 

Repeat your key claims word for word since other people might be writing them down. It shows that you think other people are listening hard and that they might want the key points signposted.

At the end of each part you might also want to give a brief summary or even a Q&A portion.

Summaries and closing

Before you give your final conclusions, review or restate your key points to reinforce them.  Then make a forceful and memorable conclusion.  What do you hope the audience will do after they heard your speech?  What’s the point?  Be explicit about that.  What is said last is likely to be remembered longest.

Here is your call to action. Convince them to make a decision, which means convincing them to move (conceptually) from wherever they are now to wherever you'd like them to be. Maybe start by getting the audience to move their hands physically, thereby creating the momentum for the conceptual move she intends them to make. You can then say, “Do you feel moved?” This is a more creative take on the "show of hands." 

No matter how good your argument is, do not expect most people to rise as one to agree with you the moment you finish your case. Instead, just ask for their open-minded consideration. Expect them to be willing to consider changing. And you will be most successful at this if you are visibly willing to consider changing yourself.
Now edit it mercilessly
Simplify with using just simple words that a sixth-grader can understand, and then add highly specific and sensory language to it. Give the smell, the taste, the feelings, the textures. 

Practicing

Practice man-hours = Audience man-hours

When 100 people are listening to you for an hour, that's 100 hours of people's time devoted to what you have to say.  Spend at least 5 or 10 hours preparing for them, thinking about them, and refining your points to best suit their needs. 

The 25th time you give a speech is when it gets good.  Few people will do this; that's why there are so few good speakers.  Ironically, the more you practice, the more you'll sound spontaneous.

Timeline for practicing

Two weeks out from a big talk, deliver it with notes and ultimately without them. Say it to yourself 15 minutes every day. At one week out, move to keywords on Post-it notes. By five days out, avoid using notes, which destroy about 50% of the interest in your talk. 

If you feel the adrenaline

Exhale slowly. Let the belly go and let the breath go all the way down into your abdomen. This can center your energy and focus your thoughts.

Interesting places to practice
· with the mirror so that you can missile-lock on your eyes while self-diagnosing, 

· on an open field so that you can rehearse more loudly,

· in the auditorium where you will eventually be giving the speech

People to practice with
It is hard to appreciate just how much you know that the audience does not. One reason to rehearse is that an audience can tell you when they get lost. Practice with friends until you feel competent and then family friends who slightly intimidate you with their success.  

Give them a rubric or checklist

Make a rubric or checklist for your friends and have them grade you during your talk. Perhaps you can first give the talk once where they just can listen, and then you do it again for them.   

Be the star

If people give you an hour to talk to them, they expect you to be confident.  If you apologize for not being more prepared, you are saying that you are not worthy of their attention.  Play the role they expect - a motivated and entertaining expert.  Speak loudly and take strong positions. At the same time, be your vulnerable self, a genuine person sharing their passion and authenticity.  

Your response to a mistake defines the audience's response.  If you pause, exhale, and stay cool, the audience will too.  Mistakes are largest in your own head; never apologize. “Excuse me” is okay, but not “I’m sorry.”  Say “Excuse me” aloud while practicing.  Visualize saying it.

As you speak, imagine that you and the audience are all within one triangle in which your own back is one flat side. Looking out, you direct your decisive words to the sharp tip of the triangle behind the audience.

Body posture
Use your body to represent a successful presentation. Stand up straight, squeeze your shoulder blades together, and keep your head on a level plane.  Face others squarely and plant your feet firmly on the floor.  

Be enthusiastic and smile

By being enthusiastic and caring deeply about what you say, you keep the audience’s attention.  It’s contagious.  Let the excitement show in your voice.

Eye contact

Get eye contact, and imagine that in each split-second you are only talking to that person.  The nerves leading from the eye to the brain are 25 times as large as those leading from the ear to the brain.  At least look at the back of the crowd so that the audience believes you are looking at someone.  Ideally look at different parts of the room, paced long enough that it seems natural, even though it never entirely feels that way.

Avoid showing your back to the audience.  If you need to look at your slides, do it from an angle so your audience can still see your face.  This is why confidence monitors are useful.

If you lose some members of your audience, walk towards them and give them more eye contact.  

Your voice

Warm-up exercises

1. First, arms up, deep breath in, and sigh out, “Aahhhhh,” like that. One more time. “Ahhhh.”

2. For the lips: “Ba, Ba, Ba, Ba, Ba, Ba, Ba, Ba.” 

3. “Brrrrrrrrrr.”

4. For the tongue, an exaggerated “La, la, la, la, la, la, la, la, la.”

5. Roll an R. “Rrrrrrr.”

6. Do the fire siren: Start with a high "we" and go to a low "aw." “Weeeaawww, weeeaawww.”
7. Practice counting aloud in varying ways for each number.  Start by counting from 1 to 10 and do this over and over again (and then from 1 to 20, and from 1 to 30).  As you say the numbers, make each sound different from the previous number.  Say some loudly, others softly, some with a high voice, and others with a low voice.  Make each one sound interesting.  
8. Hum down the scale to the lowest note you can reach and hold it for as long as you can. Within just a few weeks, you’ll find that you’re speaking with a deeper voice.    

Before each paragraph, breathe deeply

The more air you have in your lungs, the richer your tone, the deeper your pitch, and the more powerful your volume.

Tone
Tag what each piece of your speech means emotionally. Don't give great news in a monotone voice or serious news too excitedly. 

For your opening: Go slowly and over-enunciate so the audience can adapt to how you speak. 

For excitement: Speak loudly and faster.

For emphasis: Speak softly and slowly. 

For transitions: Pause for two beats and then walk to a new spot. 
For reflection: Pause for four beats.  
Your movement
Think about how to use movement wisely and non-repetitively. 

Walk but don't pace. You can step forward and or back, but don’t rock in any direction. Rocking is just as bad as swaying; they create that lull. 

Move between three physical spots

Select three specific spots on the stage, or in the meeting room, from which to speak.  Each of these points is a specific location and not an approximate area.  

Spot 'A" is your podium.  Only use the podium to authoritatively share factual information. Here, speak with power and authority. 
Spot “B” is your bad news spot.  Choose a point to your left about four feet from your podium from which you will deliver all of the bad news.  Only talk there about problems and things that will be perceived as "bad" by your audience.  You can't make many sales without painting a vivid picture about how bad things will get if your product is not purchased.

Spot "C" is your good news spot, approximately two and a half feet to the right of the podium.  From here, paint exciting and motivating points with which the audience will agree.

While moving between these spots, match your walking pace to your emotional intensity. If you are excited about something and are speaking rapidly, move quickly. If you are calmer and speaking more slowly, move slowly.  

You can also come closer to the audience when the content of your talk calls for it.
Rehearse on top of newspapers

Rehearse while standing on newspapers spread out on the floor. You'll be able to hear your movement as the paper crunches so you can really move with intention and purpose.

Videotape yourself while practicing

Videotape yourself practicing your speech.  If you can watch it without being embarrassed, you are ready to go.  Listen to how your audience hears what you’re saying and how you’re saying it. Count out how many times you say “um” or “uh.”

If you don't like what you see, make it shorter.  Go for 30 seconds and practice it until you can do it well.  Then add more.  If something feels stupid, take it out and repeat.  If you’re intimidated by critiquing yourself, make the video and give it to a trusted friend who you know will give you honest, constructive feedback.

Visualizing

Visualize yourself breathing slowly and speaking successfully with your voice loud and clear.  

Relevant affirmations

· I am breathing gently into my stomach when I speak.

· I am imagining that I am speaking to my close family.

· I am being listened to because what I have to say is very interesting.

· I am speaking to a friendly audience that likes me.

· I am speaking slowly and drawing pictures with my hands and body to illustrate my points.

· I am enjoying public speaking.

Using technology and visuals

Take responsibility for tech problems

Bring your own projector, your laptop, and a USB flash disk back-up.  If you get a new laptop, remote, or presentation software, give trial runs well in advance.  If your laptop and the projector don't work together, it's your fault.  
Use your own laptop for speeches.  If you are having problems with it, abandon it after ten minutes for your outline.  Don't say, "If I had my slides" or "In my real presentation...." The audience doesn't care about what they might have seen.  

If you leave your slides at home, make a list of 10 questions at the start of your talk, pulled live from the audience, and answer each question in turn.  What do they expect to learn?  This may turn out to be much better material than what you had planned.

Tech and sound check in advance

Do a video and sound rehearsal well before your start time.  If you get a new laptop, remote, or presentation software, give these things trial runs.  Make sure that you have spare bulbs for your overhead or slide projector.  If you’ll be using someone else’s slide projector, bring along your own 25-foot extension cord for the remote control switch.

A sound check lets your ears hear how you will sound when speaking, just as a stroll across the stage helps your body feel like it knows the terrain.  Check out the microphone, and ask the A/V technicians where the sound problems are in the room.

Sound problems during speech

If there are sound problems, confirm with the audience they are hearing the same problems you are.  Sometimes the problems are only heard at the front of the stage.  Get the tech crew involved.  This is why they are paid.  If you get them to help, the audience will know it's not entirely your fault.  In moderately sized rooms (100 people or less), the acoustics are often good enough for people to hear you without a microphone if you project well.  

Audiovisual needs of some audience members

Some people will have trouble seeing visual aids or hearing what is said.  Reserve a few front seats for them.    

· Visual needs

Orally describe visual aids in detail.  Any printed materials should be available in a format that meets the needs of an individual who is blind or visually impaired.  If you plan on creating large print documents, use 18-point Times New Roman bold font on non-glare paper.

Avoid talking in a darkened area of the room or platform.  Provide a clear view of your face.  

· Auditory needs

Project slide images high enough to be fully visible to the whole audience.  Use a microphone since some will have hearing-aid devices.  Also, repeat all questions or statements from the audience before responding to them.

Visuals

Non-computer visuals

If you want to hang posters or other things on the wall, bring a roll of your own duct tape.  If you’ll be writing on a flipchart, ask someone to come up and write down the information that you dictate.  This way, you can focus your attention on your audience.  If you’ll be doing the writing yourself, write quickly and clearly, and remember to bring your own markers.

Slides

· Unless slides are essential and the simplest way to make your point, skip them.  
· Put your logo on the master slide page so that it will appear on every slide.
· Use Arial or Times New Roman at 32-point-type or bigger.  
· Limit the words to 12 per slide.

· For the background, use a dark color.  
· Don't use fancy digital animation.

· Put your most important graph curves or bars in red because it is the most exciting color. 
· Pictures, graphs, and diagrams are only valuable if they’re displayed long enough for the audience to grasp their meaning.  Sometimes these objects build on top of each other.  This is okay during a presentation but not when printed, so ensure that your slides work for this use, too.

· Use only one level of bullets per slide.  Don't show them all at once or your diagrams on each slide all at once.  One click, one bullet, explain; another click and another bullet and explain.  

· Have a printout of your slides just for yourself.  

· Make your presentation and other information available on your website so you don’t have to give handouts. Upload a PowerPoint file or use http://www.slideshare.net to do this.

· Have a friend flip through your slides before presenting them.

· Practice your transitions between slides since this is where you will most likely get lost

Put your slides in three places so that you don’t leave them at home: on a flash drive you bring with you, on your own laptop, and on a website you can access from any web browser.  If you do leave them at home, make a list of 10 questions at the start of your talk, pulled live from the audience, and answer each question in turn.  What do they expect to learn? 

Gadgetry

Wireless microphones

If you like to walk around, ask for a wireless microphone.  Ask the sound technician to install a fresh battery in it, and always have a wired option available.  Check the sound quality and room acoustics, and before you put it on, visit the restroom to check yourself in the mirror.  Dark dress shirts are the best way to make wireless microphones inconspicuous.  Run its wire under your shirt, instead of letting it dangle over.  

Remote control for slides

Travel with a remote for your laptop so you can walk around the stage.  With a remote, you can be almost anywhere on the stage and advance a slide with a perfect voiceover transition.  If you think you will make a few points from the last row of the crowd, check with the tech crew since wireless microphones can create bad static if you leave the stage.  

Remotes cost $20-40; a great one is the Logitech Cordless Presenter.  It has a built-in timer that vibrates as an alarm, letting you know when you're running out of time.

Confidence-monitor screen

This is at the front of the stage and faces you, the speaker.  It shows what's on the screen behind you so that you don't have to turn around.  You can just use your peripheral vision to verify that the slide transition has worked properly.  PowerPoint has a presenter-mode feature that allows the confidence monitor to show not only the current slide, but also a small version of the next, or even any notes you've prepared.

Countdown timer

Big events often place a countdown timer up front next to the confidence monitor.  Some of these clocks also have three lights - red, yellow, and green - to indicate how much time is left.  Green is how you start, yellow means one or five minutes remain, and red means you're done.  Good hosts hold up paper signs that read, "10 minutes," "5 minutes," and "1 minute."

Webcasts (live online public speaking)
A webcast streams live video over the Internet, a live broadcast essentially. It can be produced shortly beforehand and subsequently uploaded, but it is usually very time-sensitive. A chat session can be included so you can field questions from the online audience. Speak loudly and project more energy than you would normally; on a screen you are only two-dimensional.

How-to instructions

· www.ehow.com/how_5954793_do-create-webcast_.html
· www.ehow.com/how_2141236_do-live-webcast.html
· www.ehow.com/how_6546434_webcast-home.html   

· www.ustream.tv  

Talking to the host in advance

Tell the host how you would like the room set up.  Draw diagrams to show your desired layout for the chairs and tables.  Provide a list of the audio, visual, and computer equipment you will need.  After your initial conversation or meeting, confirm in writing everything that was discussed, including any drawings or diagrams you’ve made for the room’s layout.

Questions to ask

· What do the host and audience want?

· How much time will I have?

· Are there pictures available of the inside of the auditorium?

· Will it be recorded?

· Will there be a clock or timer in the room?

· Am I supposed to give the audience a break in the middle of my presentation?

· Can I be warned when I have 10 minutes left, or whatever is one-third of my time?  

· How large will the audience be, and what common questions might get asked?

If your speech will be recorded

Ask for a Creative Commons license so you can reuse the recording yourself.  This will allow them to do what they wish with the recording, but also gives you the right to post the video on your website or YouTube, or to sell it.  It's fair to ask for this: You get a professional recording you can reuse, and they get the right to record you at all.

Running late

As soon as you think you might be late, call your hosts.  They may be able to swap your time slot with another speaker.  The sooner they know, the more options they have, and the less they will hate you.  When you do arrive, no matter how late you are, take a moment to reset yourself.  If you are frantic and panicked, you can't possibly do a good job.  It's worth being an extra 30 seconds late to make sure that you're calm for whatever time you have left to speak.  Before you close, offer to stay late for anyone who has follow-up questions.  

If you’re feeling sick

If you're feeling sick, decide whether you should cancel.  This depends on how easy it is to reschedule.  Bring aspirin with you.  It won't cure your flu or cold, but it will make you feel better for a couple of hours, just enough time to get through your presentation.

Don’t let hosts auto-update your slides

Never let hosts auto-update your slides based on a template.  It messes up layouts and complex slides in ways that event organizers will rarely notice.  

Being introduced

When you speak in front of a large group, someone will usually introduce you to your audience.  A well-written introduction in double-spaced, 18-point Times New Roman font instantly builds credibility and rapport between you and your audience.  Ask the person introducing you to read your introduction aloud at least two times before introducing you.

If you have a book to sell, have him mention that you'll be signing them afterwards. Also ask him to come on afterwards to thank everyone and to remind them about your signing session. 

If you have nothing else, here is a generic introduction for him to use:

"(Your name)" has been a (relevant work info) for many years and has written (your writing credits if you have any). This is his/her first/whatever book. (Title of book) has been called (short, pithy quote from a review or endorsement). She/he has also (any additional interesting info-awards, colorful jobs, etc.). There will be a brief question-and-answer period, and the author will sign books afterwards. And now ladies and gentlemen, please welcome (your name)."

Visit venue when it is empty

Do a dry run to get used to that space.  When entering the room, assess the size of the space, and look at all of the corners calmly from one vantage point. Walk around the stage so that your body feels safe there. Stand at the lectern and speak into the microphone. The podium is what you stand on; the lectern is what you stand behind.  
Arrange the chairs in a semicircle. Sit in the audience so that you have a physical sense of what they will see. Project your voice and determine how much energy your voice will need. Then do a visualization of your successful speech.  
If the room has a wonderful view, do something about it. If waiters will be clearing tables while you speak, ask that they do it either beforehand or afterwards.  

Hopefully the room temperature will be around 68 to 70 degrees.

Audience density
You want to be close to your audience, so the smaller, the better. Audience energy is a function of seating density, not the absolute number of people in the audience. Set up 30% fewer chairs than the number you expect, with the rest folded up in the back of the room. This guarantees that the front of the room will fill up first and that your audience will be close to you.  
Brightness

How bright is the room?  Flood it with lights.  Stand where the light will fall on your face.  If you are showing slides, have enough light in the audience for them to take notes.  Find someone in advance to turn the lights up and down for you.  

Before the speech that day

Go to the gym in the morning to release any extra nervous energy before you get on stage.  It's the only way to naturally turn down those fear responses and lower the odds they'll fire.  Also, eat at a time so that you will be neither hungry nor stuffed right before your talk.

Be “plainly clear” in dress

Avoid patterned shirts and loud ties since they shorten the attention span of the people looking at and listening to you.  Don't wear a suit if that makes you miserable, but dress with respect.  Err on the side of what will make you more comfortable, and confident.  

Get to the venue early

If you are early, you can greet some of the audience as they arrive.  You'll get a feel for what they're like; it may change how you approach the larger group.

Do isometrics or yoga while you waiting backstage if it helps. Shake your hands out.

You might also want to find a private corner backstage to put on headphones and dance so that you walk onstage feeling like a rock star. Psych yourself up with phrases like, "I'm so excited!" "It'll be great!" "I can't wait to share this idea!" Use whatever phrase makes you feel happy, even just ‘YES!' over and over. Feel how the thought enters your body and boosts your confidence.

Just before you go on

Go to the restroom before you go on, and check yourself in the mirror.  A good time is right before they want to put a microphone on you and after you've made sure your laptop and other tech gear are working properly.  Check your teeth and your fly, and talk at the mirror and move around just to see if anything silly is going on with your clothes. Also take some sips of water to keep your mouth from being too dry.

Then deeply exhale from your belly, and ground your feet firmly while lifting your toes.

If there are multiple speakers

Speak first

Speak at the start of an event or conference.  That's when there is the most attendance and energy, and therefore it's the easiest time to give a good speech.  You can be the speaker that others have to emulate.  By the last day many will have departed, and those who remain are tired.

If you speak later on

Show up early enough to at least hear the previous speaker.  Sometimes you'll hear a joke or comment in the previous talk that you can pick up on, or know to avoid, given that it's been used before.  If the speaker was awesome but only got cold stares from the crowd, you know something is up that's larger than you or the other speaker.  But if he does well and gets great energy and strong applause, yet you go down in flames, you know it's not the audience - it's you.

If their schedule is running late

If the schedule is getting behind and your talk is late in the day, let the organizers know.  Ask that they cut a break short, or ask several speakers to cut a few minutes each rather than force you to pick up the slack for the entire day.  If your talk needs to be cut short, ask the organizer to introduce you and to tell the audience it's not your fault the schedule has fallen behind.

Speaking as part of a panel

Control your introduction.  Bring a copy of your bio and hand it to the moderator who will introduce you.  Look at the audience or the other panelists who are speaking, but not the moderator.  

Entertain the audience with penetrating new insight, humor, or controversy.  Never say, "I agree with what the other panelists have said."  Just say something different or new.  If the other panelists have said everything you want to say, which is unlikely, be gracious: "Everything has been said.  Let's move on out of respect for the audience."   

Audiences

Approach your audience from enthusiasm and not some sort of superiority. They like you, are on your side, and want you to enjoy yourself and succeed.

Respect your audience and then respect yourself. You are there because you have something to offer. You do not need to apologize for taking their time. Just thank them for listening, and use the time well.
Scheduling breaks

If it's a long session, take a break.  People like breaks.  However, do a brief recap after the break before starting back into your presentation. 

Talk to the crowd in advance

Arrive early and network with the audience. Talk to some before you start, if it suits you; this will give you a level of familiarity with them.  
Once you have the microphone, it's your room: Do whatever you'd like to enhance the audience's experience.  Ask the crowd if they're too cold or too warm, and then, on the mike, ask the organizers to do something about it; even if they can't, you look great by being the only speaker to care how the audience is feeling.  

Have people move upfront

Crowd size is irrelevant – what matters is having a dense crowd.  If you face a sparsely populated audience, do whatever you have to do to get them to move together and closer to you.  With a tightly packed crowd, if you make one person laugh, nod his head, or smile, the people directly adjacent will notice and be slightly more prone to do it themselves.

If you have the mike and explain the situation with a smile, when you ask them nicely to stand up and move forward, they will.  Make it a game.  Ask, “Who needs more exercise today?”  When they all raise their hands, tell them you have just the thing for them to do.  You might eat a few minutes of your time, but it's worth it if you have a long session.  And whoever speaks to the same crowd after you will be grateful.

The few that don't oblige should be left in the back of the room anyway.  Give preferential treatment to those who respond to your requests.  By moving for you, they've now invested something in you, and you will have their attention for at least the next two minutes.  You spoke the truth about the uncomfortable nature of the room, and people will respect your honesty and willingness to take action to fix it.  

With an audience of five or less

If it's five people or less, make a semicircle so a conversation is natural.  Perhaps don't use slides but rather take questions at the beginning.  Ask them what they expect to learn, and then highlight that in your speech.  This may turn out to be much better than what you had planned.

Be the cop in the room

Set rules for how the audience can interact with you.  If you want questions held until the end, say so; or, if you’re OK with them at any time, let the audience know.  Give out your e-mail address so that everyone can ask you things later that they don’t want to ask now.
Then enforce the rules.  When in doubt, ask the room for a show of hands: "Should we continue with this topic or move on?"  If they vote to move on, that's what you do.  When you enforce a popular rule, you reengage everyone who supports that rule.  You restore your power.  So, cut off the blowhard, silence the guy on his cell phone, and interrupt the table having a private but distracting conversation.  As long as you are polite and direct, you'll be a hero.

Close laptops and turn off phones 

Ask people at the beginning to close their laptops and turn off their iPhones.  Don't demand it; respect their right to do what they like, especially if they are paying to be in the room. But you can tell them you'll do a better job if you have the room's undivided attention.

Interrupting long questions

If someone is 30 seconds into a question, and he's not making sense, interrupt him.  Have him email you and mention that longer questions through e-mail are fine.
Involving the audience

Ask for a show of hands about content or delivery issues.  For example, get feedback about your pace.  "How many think I'm going too slowly?" - followed by "How many think I'm going too fast?"  You can then adjust accordingly.  You can also ask for a show of hands about people’s experiences or knowledge of something.

Just don’t ask, "Any questions on what I just said?"  This sounds threatening.  Instead, make it positive and interactive.  Say, "Is there anything I should clarify?" 

Tough crowds

A crowd has to be interested in you to hate you.  Speak the truth on the very thing that angers them, or even talk about it in a heartfelt way, and you will score points.  Their hate will turn to respect since you've said the thing on stage that they've never heard someone like you say before.

If you know the audience hates you and your point of view, seek out the person who hates you the least.  All rooms, no matter how tough, have one person who hates you the least.  If you are going to get a first smile, a nod of support, or a round of applause, it's going to come from him.  Once you find that one person, use him as your base.  

Speaking in foreign countries

If you are being translated, the audience won’t know what you said until about 10 seconds after you've said it.  Be aware that in many countries, laughing, joking, and answering informal questions from the speaker are cultural taboos.  
Q&A
Allot 20-30% of your time for this.  If you run over, you can eat some of this time.  You may also want to offer Q&A time after each part.  

Before you answer any question, make sure you understand it.  Listen and repeat it to the audience.  Then pause in order to structure both your thoughts and emotions.  If it’s tough for you to be crisp with your thinking, let the listeners know that.  If you have to, say that you need to think out aloud for a little bit to get an answer for them.

If are using Twitter, have it open on your laptop, project it on the screen, and take a moment midway through your talk to review comments and questions.  Ask the host to monitor Twitter or the event chat room as a way to get the best questions and comments from the back channel into your presentation.  Let the audience know this is happening and how they can send in a question.

For tough questions

Offer the question to the audience, or ask someone to email it to you while promising you'll post an answer in a group e-mail.  Be certain you have an e-mail address for each person.  Send the message by way of the CC option so that they can all see that they're part of the group e-mail.  

End early

If people love you, they'll stay to hear more of what you have to say.  Let everyone else escape.  Give the audience your email address, and stress that you'll answer additional questions over email.  Stay for as long as you like, but make sure others are not being forced to.

Getting feedback

From attendees

All feedback is good.  Even if it’s to say how much you suck, the person cared enough to fill out the form or send an e-mail.  If they give advice or correct you, thank them, even if you disagree.  
Questions for them:
· Are you considering doing anything differently as a result of this talk?

· Do you know what to do next to continue learning?

· How substantive did you find the material?

· What one change would have most improved the presentation?

· What questions did you expect me to answer that went unanswered?

From the host

Compare feedback from the event organizer with the videotape of the speech.  Match how it felt to you to how it looked to the audience.
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