Countdown to Your Successful Presentation 
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There is no substitute for preparation. Most people get the jitters before giving presentations. In order to ensure your success, here are a few things you should do before, during and after your presentation. Use this checklist to get prepared, get relaxed and get ready for your successful presentation.

The Week Before

· Do a live run-through of your presentation. Ask a few colleagues to sit in and observe. Seek their constructive feedback.

· Start building rapport with your audience before the presentation. Consider dropping them a postcard, sending a few emails and making personal telephone calls in advance. This type of pre-event communication begins the rapport-building process and can increase the likelihood of your audience attending the presentation, reducing no-shows and cancellations. 
· Other: _______________________________________________________________________
The Night Before

· Take a walk through the room where you’ll be presenting. Get on stage. Visualize your audience and your success with them.

· Eat a healthy meal. Avoid alcohol and heavy or spicy foods. 

· Lay out clothing in advance. Never wear something new for the first time. You don’t need uncertainty. Iron clothes and shine shoes or whatever is necessary to look and feel you’re BEST.

· Set two alarm clocks (one battery operated). If staying in a hotel, request wake-up service.

· Go to bed early, no later than 10:00 p.m.

· Review your Clean Sheet Thinking™ preparation sheet. Practice speaking out loud and standing up. Commit your key messages to memory. Practice different ways of expressing the message.

· Review your 20 Assets Personal Inventory. You have many strengths and gifts to share.
· Visualize how you’ll feel fifteen minutes after the successful completion of your presentation.
· Other: _______________________________________________________________________
The Morning Of

· Rise Early. Do stretching and/or exercise before showering. Get relaxed.

· Review Clean Sheet Thinking™ sheet. Focus on the big picture of what you must create.

· Speak your key messages out loud several times with conviction.

· Visualize how you’ll feel fifteen minutes after the successful completion of your presentation.

· Dress for success. Give yourself a pep talk in the mirror.

· Eat a nutritious meal (not just coffee, soda or junk food). 

· Arrive at least 45-60 minutes before your presentation to ensure set up is ready. 
· Other: _______________________________________________________________________
· Other: _______________________________________________________________________
Fifteen Minutes Before

· Breathe. Relax. Be confident. You have prepared.

· Meet your audience. Start building rapport with them immediately.

· Focus on your key messages and how you want the audience to FEEL.

· Look around you. Notice the people in the room. Visualize your success with them.

· Get excited. You’re going to have fun.
· Other: _______________________________________________________________________
Following the Presentation

· Get Feedback. Select two or three people whom you respect and ask them specific questions (see below). Actively seek peer coaching and feedback. Learn to give it to others. It will help you get better at presenting. Remember, presenting is a skill that needs continuous sharpening. 


· What value did you receive from my presentation?

· What did you like best about my presentation?

· What ideas will you use first?

· What could I do to make it even better?

· Watch and listen carefully to the next presenters. What do you like and dislike about their presentations and techniques? What techniques would you like to try in the future?
· What have you learned that you would now like to add to your Countdown checklist?

· __________________________________________________________________________

· ______________________________________________________________________________________
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