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Abstract 

Public speaking is a critical competency for non-profit leaders, volunteers, and practitioners 
who must advocate, mobilize communities, and engage donors. While many professionals 
experience anxiety, structured preparation can significantly improve confidence and 
effectiveness. This Teaching Paper introduces a comprehensive checklist covering three key 
stages of public speaking: before the speech, on the day of the speech, and during delivery. 
Each stage is supported with practical actions, such as clarifying objectives, practicing 
delivery, testing equipment, managing nerves, and engaging the audience. By following this 
checklist, non-profit professionals can systematically reduce uncertainty, enhance presence, 
and increase their impact. A short case study illustrates its use in a resource-limited setting. 
Reflection questions, common challenges, and academic grounding connect the checklist to 
broader communication and management literature. 
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Executive Summary 

This Teaching Paper provides a structured public speaking checklist designed to support 
non-profit professionals at all stages of speech preparation and delivery. It includes practical 
steps to organize content, practice effectively, manage nerves, and engage audiences. By 
treating public speaking as a process rather than a single event, the checklist empowers 
practitioners to prepare thoroughly, adapt flexibly, and deliver with confidence. This 
resource can be integrated into training workshops, leadership development programs, or 
individual coaching sessions. 

Purpose and Learning Objectives 

• To provide a structured, step-by-step checklist for public speaking. 

• To strengthen preparation, delivery, and audience engagement skills. 

• To connect practical steps to academic and management insights. 

• To encourage reflection on personal growth in communication. 

Background and Context 

Communication scholars highlight preparation as the cornerstone of effective public 
speaking (Lucas, 2020). Drucker (1990) stresses clarity of purpose in leadership 
communication, while Bryson (2018) emphasizes structured approaches to advocacy and 
planning. In evaluation, Patton (2008) underscores reflective practice as a driver of 
improvement. For non-profits, where public speaking often serves as a tool for advocacy, 
fundraising, or mobilization, structured checklists are especially valuable. They simplify 
complex tasks, provide reassurance, and ensure consistency across different contexts. 

Practical Guide 

Before the Speech 

• Define purpose and objectives. 

 of 2 6



• Research your topic thoroughly. 

• Create a structured outline (introduction, body, conclusion). 

• Prepare visual aids if needed. 

• Practice out loud multiple times. 

• Record and review practice sessions. 

• Seek feedback from peers or colleagues. 

• Anticipate audience questions. 

Day of the Speech 

• Arrive early and familiarize yourself with the venue. 

• Test equipment and visual aids. 

• Practice deep breathing to calm nerves. 

• Keep water nearby. 

• Review notes and key points. 

During the Speech 

• Start with a strong opening. 

• Maintain eye contact. 

• Use natural gestures and movements. 

• Engage the audience interactively. 

• Handle questions and interruptions confidently. 

• Summarize key points clearly. 

• Deliver a call to action. 

• End with a memorable story or statement. 
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• Thank the audience sincerely. 

Case Study 

A youth-focused NGO in the Philippines implemented the checklist as part of its volunteer 
leadership program. Volunteers preparing for community awareness events often felt 
unprepared and anxious. Using the checklist, they structured their preparation: researching 
topics, practicing with peers, and rehearsing on-site. On the day of the event, volunteers 
reported greater confidence and smoother delivery. One participant noted that having a step-
by-step guide reduced anxiety by “turning the unknown into a familiar routine.” 

Common Challenges and Tips 

• Over-preparation: Avoid memorizing word-for-word; aim for natural delivery. 

• Technical issues: Always have a backup (printed notes, USB copy). 

• Stage fright: Combine the checklist with breathing and visualization techniques. 

• Audience disengagement: Incorporate questions or stories to re-capture attention. 

Reflection Questions 

1. Which stage of the checklist (before, day of, during) do you usually neglect? 

2. How might a checklist improve your confidence and performance? 

3. What strategies from this checklist resonate most with your own speaking style? 

4. How could your organization adapt this checklist for team training? 

Limitations and Considerations 

Checklists support preparation but cannot substitute for authentic content or strong delivery 
skills. They should be adapted to cultural norms, audience expectations, and individual 
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speaker styles. Over-reliance on checklists may lead to rigidity; flexibility and authenticity 
remain crucial. 

Academic Value 

This Teaching Paper demonstrates how practical tools like checklists align with broader 
theories of communication, leadership, and reflective practice. It provides both a resource 
for non-profit practitioners and a contribution to applied scholarship on public speaking, 
bridging theory and actionable practice. 

Conclusion and Next Steps 

A structured checklist equips non-profit professionals to prepare and deliver speeches with 
confidence and clarity. Organizations are encouraged to adopt the checklist as part of 
training, adapting it to local needs and integrating it with complementary techniques such as 
breathing, visualization, and peer feedback. 
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