


Public Speaking 
Checklist
Welcome to your Public Speaking Checklist, a complete start-to finish 
checklist to help walk you through every single item you need to think about, 
create, and implement to deliver a successful speech. 

At first glance, it may look like a lot of stuff, and it is. There are a lot of 
components related to delivering a speech that people will remember. That 
said, with this roadmap in front of you while you create will ensure you have 
everything you need to get started on the right foot. 

A lot of people forget some/most of these points before delivering a speech. 
So, knowing this will automatically give you an edge in your communication 
skills.

To help break this down for you and make it a little more digestible, you’ll 
notice it’s divided into three parts: before, during and after the speech. You 
got this! 

Good luck! 

Hrideep



Before the 
Speech

q Purpose

Figure out the ‘Why?’ of your speech. This will help you form an emotional connect with 
your speech and provide a direction to write the rest of your content.

q Audience

Find an answer to ‘Who is your audience?’ by understanding the demographics like their 
age and level of education. This audience analysis will help you employ your 
communication skills accordingly.

q Practice

Practice your speech in front of the mirror until you are confident. Learn from your 
mistakes and improve your speech delivery.

q Time Your Speech

Record yourself to make sure you don’t exceed the time limit. Be short and precise by 
prioritizing your content and avoiding possible digressions in terms of the content.

q Notes Outline

Jot down the key elements to gather your thoughts better. Keep this handy to have a quick 
revision.



q Research on the topic 

Get the right facts and establish an emotional connect with the topic to convey your 
thoughts more effectively. Make sure to think from an audiences’ point of view and avoid 
being generic with the content.

q Arrive Early

Arrive early and get yourself accustomed to the setting of the venue to reach a calm 
headspace and gain that required level of confidence. 

q Don't Go On An Empty Stomach

Eat well and hydrate yourself in an adequate manner. This will provide you with the 
required energy and confidence. Always remember to drink water right before delivering 
your speech to speak efficiently.

q Technical Check

Make sure to check the working status and placement of the mic and other electronic 
equipment, if any. Adjust the mic before you start speaking.



For the 
Speech

q Dress Well

You always dress according to the occasion. Dress rightly to look presentable, formal and 
most importantly, be comfortable to have the right impact on your audience.

q Don't Take Your Cell Phone With You

You don’t want your phone ringing while you deliver your speech. Remember not to take 
your cellphone to avoid the possible digressions created by your phone.

q Strong Opening - The Hook

Have a catchy opening to capitalize the attention span of your audience. Convey the theme 
of your speech with the help of an intriguing question, story, prop or placard.

q Storytelling

We all love listening to stories be it fictional or real. Remember to sound realistic and avoid 
exaggeration while telling a story.

q Include Enough Pauses

Don’t sound robotic. Have effective pauses at the right places to magnify the meaning and 
purpose of your speech so that the audience perceive your thoughts in the intended 
manner.



q Smile A Little

We all love an air of positivity!  A smile makes you seem approachable. It puts both you 
and your audience in a calm and confident mood. 

q Speak Slow

Maintain the right pace while delivering your speech so that the listeners have enough time 
to process and understand your content. Don’t go too slow or too fast as it disinterests 
your audience. 

q Maintain Eye Contact (Or At Least Appear to Do So)

Maintaining right eye contact with your audience makes them perceive you as an orator 
who is confident about his ideas and adds to your credibility. But here, remember not to 
stare as it might scare them.

q Memorable Ending

Sum up the gist of your speech with a key takeaway for your audience but in an engaging 
manner to keep your speech alive in the minds of your audience. End with a poem or an 
intriguing question to leave your audience awestruck.

q A Strong CTA

To level up the persuasive element, provide the audience with a strong call-to-action by 
providing them with right reasons to be concerned and ponder over your speech. It makes 
your speech more memorable and enhances the impact.



After the 
Speech

qTaking Feedback

Reach out to your fellow speakers, guests and your audience to take feedback so that you 
get possible points on improvement for the next time you deliver your speech. Remember 
to thank them once you have received your feedback. 

q In Case You Feel Like You Messed Up, keep this in mind:

ü You probably did better than you believe

ü The audience will forget if you give them some time to forget

ü If you’re trying to improve at something as challenging as public speaking, you will 
embarrass yourself A few times. We all have, and that’s fine :)


