
Timing is
everything 
in speaking
Recently, the chief ex-

ecutive officer of a high-
ly successful company 

headquartered in Michigan 
was honored at a major busi-
ness luncheon. 

His speech was jampacked 
with information and anec-
dotes about his company, 
causing him to speak well past 
his allotted time. He lost his 
audience. 

An easy way to avoid the 
trap of trying to tell everything 
in a single speech or presen-
tation — whether three min-
utes or 30 minutes — is to time 
your presentation in advance.

Here are some useful tips 
that will keep you out of the 
penalty box:

w Ask in advance how long 
you are expected 
to speak. Request 
no longer than 20 
minutes, which is 
the optimum 
length. Then, pre-
pare your remarks 
to fit the time 
frame. Allow time 
for questions.

w Time your 
speech for best 
results. Shorten 
and simplify your 
remarks so that 
your key messages 
stand out. 

w Take time to 
breathe. Timing 
yourself in front of a mirror 
will help your pacing. Build 
in time for pauses after each 
main message and make eye 
contact with the audience.

w Use PowerPoint slides 
sparingly. Allow two to three 
minutes per slide. Resist the 
temptation to drag your audi-
ence through too many slides. 
They can’t keep up and will 
quickly lose interest. 

Make sure your slides are 
legible from the back row. 

w Respect your audience. 
Finish early and open the floor 
for questions. Appoint someone 
to give you an obvious signal 
when you have two minutes re-
maining. Then, conclude your 
remarks even if it means leav-
ing out an important point. 
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