[bookmark: _Toc35681792][bookmark: _Toc99182929][bookmark: _Toc364409678]Introducing the Speaker

When introducing a speaker, help the audience to:
· Get interested in the speaker.
· Be intrigued by what the speaker is about to present.
· Pay attention.
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Seven Points to Remember When Introducing:

1. Subject.  
Prepare the audience for the next subject.  Make the transition from one speaker to the next, for example, from a humorous speech to a serious one.

2. Speaker.
Tell the audience something about this person, which relates to their upcoming speech.  Pretend the speaker is new and has never been introduced before.  Ask the speaker to give you some ideas for their introduction.  Give the speaker credibility.  Finish your introduction with the speaker’s name and their speech title.

3. Manual Speech.
Tell the audience the project number and the objectives of the speech.

4. Speech Title.
Always give the title of the speech as part of the introduction, typically at the end.

5. Be Brief.
A rule-of-thumb is to make the length of your introduction 1/10th the length of the speech; however, use your discretion and showcase the speaker.

6. Acknowledge the Speaker.
Lead the applause.  Stay at the lectern until the speaker has come up to shake your hand, taking control.

7. Listen & Practice.
Have your introduction prepared in advance; don’t try to “wing it”.  In meetings, listen for good and bad examples of introductions and learn by them.


Always remember to end your introduction by stating the speaker’s full name and speech title.  An example is “Help me welcome Harold Smith to the lectern with his speech entitled “It’s All About the Widgits”
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