GUIDELINES FOR SPEECHES AND PRESENTATIONS

Sometimes you will be asked to give a speech or presentation to a group. It could be a meeting of a local business or perhaps a social or civic meeting, such as the Lions Club. Whatever the occasion, this is an excellent publicity opportunity.

Clearly understand what is expected. What type of group is it? How many people will attend? Men, women, children? What age group? How long should the presentation last? Where will it be given? Is there audiovisual equipment available? Is the subject matter to be general or with a particular emphasis?

Discuss the material with your contact. A good format is to give your presentation, followed by a question/answer session. Tell him you would like to bring handouts (AVA brochures, club information, event flyers). Ask if he would like a brief biography in advance to use in announcing you. A sample biography is presented below.
Practice your presentation. Carefully consider your time limitations (keep it to the point; do not exceed your allotted time). Don't hesitate to bring notes with you.

If you are comfortable speaking to a group, you may choose a speech itself or a combination of a speech with an AVA volkssporting video tape. One of the enclosed presentations provides you that option. The PowerPoint audiovisual version has a three-and-a-half minute video embedded in one of the final slides.

Be on time. As a matter of fact, plan to arrive about 30 minutes in advance. This will give you time to meet and briefly visit with your contact, lay out the handouts you have brought, adjust the podium/microphone, connect laptop to AV projector or other electronic equipment and try to relax and compose your thoughts.

Get off to a good start. Begin by thanking your contact and the group (by name) for inviting you to speak at their meeting. Smile, be friendly, and relax.

And ... the good ending. Thank them again, encourage them to pick up handouts and invite them to attend your club's next meeting or event.

SAMPLE BIOGRAPHY OF SPEAKER

(Speaker name_________) is the publicity point of contact for the (club name__________). She, her husband and two children, have lived in (city name_____) for seven years and all are active members of the club, which was formed in (date_________).
As the local affiliate of the national American Volkssport Association, the group sponsors outdoor noncompetitive sports events - mostly walks - for people of all ages and abilities.

