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Practical Tips 1. Program Leader : How to Introduce & Thank a Speaker

Preparation in advance
1 At the beginning

—-Contact the speaker and ask if there is anything he/she requires.
-Check that you have enough background information about the speaker.
-Prepare your introduction and thanks beforehand.
—-Confirm the time schedule of the day with a person in charge.

2 Think about---
- Why this subject, for this audience, at this time and by this speaker?

3 Don’ t--
—-Exaggerate the speaker’ s qualifications.
-Read a lengthy resume or biography.

-Repeat yourself = Use your notes to write key words on a cue card.
On that Day
4 Check that:---

-The microphone and other electric equipment is working.

-Water is available for the speaker.

5 Make the speaker welcome
-Meet the speaker at the entrance.
(or ask someone to let you know when the speaker arrives.)
-Show the speaker to his/her seat.
6 Introduce the speaker
-Smile, relax and speak to the audience, not to the speaker

-Be brief - never longer than two minutes.
-Don’” t steal the spotlight.
1 Facilitate questions
—-Listen carefully to the question.
-Repeat it clearly for the benefit of both speaker and audience.
8 Pay attention to the scheduled time
-When it is different from the schedule, be prepared to accept the instruction
from the responsible person.
9 Thank the Speaker
-When the speech is over, stand up and take the initiative and applause.
-Speak to the speaker and the audience.
-Say what you enjoyed about the presentation.
-Don” t simply repeat the main points of the presentation.
10 Most Importantly---
—-Be sincere —Be brief —-Be seated!
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