[image: ]
Speaker Checklist:
Things to ask when speaking 
at a new venue or event

Even the most experienced speakers can be thrown off by an unexpected layout, tech glitch, or lighting issue. When you’re speaking somewhere new, taking a few minutes to ask the right questions can help you feel more in control, calm your nerves, and deliver your talk with confidence.

Here’s your go-to checklist when preparing for an unfamiliar venue:

1. What’s the stage setup like? Is it raised? How big is it? Will there be a lectern or table? Any steps to be aware of?



2. What kind of microphone will I be using? Will it be a lapel mic, headset, handheld, or a fixed mic? Knowing this affects your movement and clothing choices.



3. Where will the audience be seated? Will they be in rows, around tables, or scattered throughout the space? This impacts how you move and connect with them.



4. Where will the screen or projector be placed? Behind you? To the side? Integrated into the stage as a comfort monitor? This helps you plan your positioning.



5. Will I have a clicker to change slides – or will someone else be managing that? If it’s you, test the clicker in advance. If it’s someone else, agree on cues beforehand.



6. How will the Q&A be managed? Will audience members ask directly, raise hands, use a microphone, or submit questions via an app?



7. Where will I enter the stage – and where should I wait beforehand? It’s reassuring to know where to be before your slot and how you’ll be introduced.



8. Will the session be recorded or photographed? Useful to know for how you present, what you wear, and whether you’d like a copy afterwards.



9. What’s the lighting like? Will you be clearly visible? Will you be able to see the audience? Harsh or low lighting affects how you connect.



10. What’s the room layout and capacity? A small seminar room has a very different energy to a large auditorium. This helps you pace and pitch your delivery.



11. Is there a visible timer or clock? Helps you manage your timing without checking your watch or relying on guesswork.



12. Will someone be introducing me? If yes, ask to see their notes or offer a short introduction yourself to set the right tone.



13. Is there a place to put my water, notes, or props? Don’t assume – ask if there’ll be a small table, lectern, or surface available.



14. What happens just before and after my session? Knowing the context helps you read the room – for example, if you’re on right after lunch, you may need more energy to re-engage the audience.



15. Add your own questions:






BONUS TIP: If possible, arrange a brief tech and sound check before your talk. Even five minutes on stage beforehand can make a world of difference.




Before anything else, preparation is the key to success. 
Alexander Graham Bell
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