Business Speech
Improvement

Checklist: How to Prepare a Confident
Presentation

1. Clarify Your Goal

[l Define the purpose of your presentation (inform, persuade, inspire, train).

[ Write down the one big idea you want your audience to remember.

[l Identify your audience’s needs and expectations (What do they care about? Why are
they listening?).

2. Structure Your Content

[l Create a clear outline with a beginning, middle, and end.

L] Open with a hook (story, question, or statistic) to grab attention.

O] Limit each slide/section to one main point.

01 Add supporting examples, data, or visuals to strengthen your points.

[ End with a clear takeaway or call-to-action.

3. Design for Clarity

L1 Keep slides simple and uncluttered (less text, more visuals).
L] Use large, easy-to-read fonts and strong contrast.
O] Limit bullet points to 3-5 per slide.

L1 Use visuals (images, charts, icons) to support — not overwhelm — your message.

4. Prepare Your Delivery

O Practice saying difficult words and key phrases out loud.

L1 Record yourself speaking and notice where clarity can improve.
[l Time your presentation to fit comfortably within the limit.

L] Rehearse standing up, using natural gestures and eye contact.

[ Practice in front of a friend or colleague and ask for feedback.

5. Strengthen Your Voice & Clarity

L0 Warm up your voice with a few breathing and vocal exercises.

01 Slow down — avoid speaking too quickly.



O Enunciate clearly, especially on key terms.

01 Use pauses strategically to emphasize important points.

O For non-native speakers: identify tricky sounds/words and practice them in advance.
6. Manage Your Nerves

e [ Prepare and bring note cards or an outline (not a full script).
e [l Practice deep breathing to stay calm before presenting.
e [1Visualize success — picture yourself speaking confidently and being understood.

o [ Reframe nervousness as excitement and energy for your audience.
7. Prepare Your Environment

e [1Ifin person: check the room, podium, microphone, and projector.
e [IIfvirtual: test your camera, audio, lighting, and background.
e [1Have a glass of water nearby.

e [1Silence notifications on your phone and laptop.
8. Connect With Your Audience

e [1Start by making eye contact (or looking at the camera online).
e [1Smile and acknowledge your audience before jumping in.
e [1Aska question or invite interaction to keep people engaged.

e [1Adaptyour tone and examples to match your audience’s background.
9. Final Confidence Check

e [1Do youknow your opening sentence by heart?

e [1Doyou have a strong closing statement?

e [1Have you practiced enough to feel natural (not memorized)?
e [1Do you have a backup plan if technology fails?

o [1Do you feel prepared, calm, and ready to share your message?

Next Step: The best way to present with confidence is personalized feedback and
coaching.

Book Your Free 15-Minute Consultation Today


https://www.businessspeechimprovement.com/book-consultation

