THE PRESENTATION

Make your
speech one
to remember

hen you give a speech,
how do you avoid
the embarrassment of

boring your audience and fall-
ing flat?

Here are three tips to help
you get your point across and
make your speech memorable:

1. Use no more than three
key messages in a 20-min-
ute speech. People have little
patience for long speeches
and their attention spans are
getting shorter. Three messag-
es in 20 minutes is the limit
of what people are willing to
listen to and remember.

2. Keep your key mes-
sages short, simple and
straightforward. A key mes-
sage is a declarative sentence
of no more than 15 words. For
example, a chief financial of-
ficer might use these
three key messages:
1) We will grow our
revenue by 10 per-
cent next year; 2)
We will raise rev-
enue by increasing
market share in Chi-
na; and 3) Our sales
staff is prepared to
meet th%s tgrget. MCCARTHY/
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message and then McCarthy-Blanchard
tell your audience executive training firm
what’s in it for them  mccarthyblanchard.com
or why they should

care by telling a story they can
relate to, using an example, or
stating an interesting fact.

Use your key messages
throughout your speech. This
outline will help:

» Introduction — “There
are the three things I'd like
to share with you today” and
state your key messages.

» Message No. 1 — State
it and follow it with proof
points, such as a story, an ex-
ample or interesting facts.

» Message No. 2 — State it
and prove it.

» Message No. 3 — State it
and prove it.

» Conclusion — “In conclu-
sion, let me summarize what
I've shared with you today”
and restate your key messages.

McCarthy-Blanchard is an
executive training firm special-
izing in presentation skills and
executive presence. Call (517)
339-7447 or (313) 882-9200.
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