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Here are the key points to keep in mind to ensure your next presentation is as flawless as a pro's golf game 

I'm taking golf lessons. Again. I got tired of struggling on the golf course, knowing that some simple corrections in my technique would make all the difference. My instructor is bringing me back to the basics—grip, posture, take-away, etc. We're working on all aspects of the game—from "tee to green," as they say. You win tournaments when all the elements of your game click. It's the same with presentation coaching. When I work with a new client, I make sure he or she masters every aspect of an electrifying presentation—from start to finish. Let's break down the elements of a magnificent presentation from "tee to green." 

Preparation (The Grip)
Just as many golfers don't prepare their hands and posture for a proper take-away, most presenters get in trouble by not preparing to talk. They fail to get inside the heads of their listeners before they speak a word. Before you begin to create a presentation, ask yourself three questions:

1. How much does my listener know about my product, service, etc.?
The answer to this question will help you decide what points to make and how much time to spend on those elements.

2. What action do I want them to take?
Think "next steps." Every element of your presentation should have the aim of prepping your listener to take the next step whether it's a follow-up meeting, an action, or a purchase!

3. Why should they care?
This last question is all important. I repeat: Why should they care? Those four words are on the minds of every person in your audience—a boss, an employee, a potential customer—it doesn't matter. Through every step of your presentation, they're asking themselves, "Why do I care?" Make sure you sell the benefit of your product or service. 

Content (The Full Swing)
Once you've prepared yourself to deliver a sensational presentation, you're ready to take a full swing by crafting the content. Ask yourself the following questions:

1. Does my presentation grab listeners from the start?
Give your audience a reason to care about your message right out of the gate. In the first 90 seconds of your presentation, tell your listeners what they can expect to get out of our talk. Will they learn valuable information that will make them more productive? Will you save them money? Make them money? Tell them so.

2. Is my message as clear as possible?
Many presenters fill their presentations with mind-numbing jargon that few outsiders recognize. CNBC host Suze Orman once told me that one of the keys behind her success as a financial planner was her ability to talk about complicated financial topics in terms everyone could understand. 

3. Is my presentation concise?
Don't speak longer than you have to in order to make your point. Listeners retain much of what they hear in a 20-minute time frame. After 20 minutes, however, retention rates drop dramatically. Edit yourself for clarity and conciseness.

Packaging (The Short Game)
Golf instructors will tell you that most amateurs spend nearly all of their practice time attempting to hit the heck out of their drivers while ignoring the "short game (chipping, pitching, putting, etc.)." Phil Mickelson's coach, Dave Pelz, says 80% of your score is determined by your short game. Most speakers spend little if any time thinking about their short game—body language and visual impression. But body language and visual impression account for 90% of the impact speakers have on listeners. Here are some simple keys to improving your image:

1. Don't speak in a monotone.
Add inflections to your voice. Raise your volume; lower it. Speed up during some parts; slow down at others. In other words, add animation to your voice (see BusinessWeek.com, (see BusinessWeek.com, 6/6/06, "To Be a Leader, Talk Like One").

2. Exude confident body language. Don't stand in front of an audience looking at the floor with your hands in your pocket. Stand tall, maintain eye contact and use hand gestures to make your point.

3. Dress like a leader.
Listeners will form an impression about you before you speak a word. What does your wardrobe say about you? Does it say you're professional, attentive to detail, stylish and put together? I once heard a great piece of advice—don't dress for the position you have, dress for the role you want to have! (see BusinessWeek.com, 6/3/06, "Dress the Part of a Leader").

See yourself as others see you
Finally, videotaping a golf lesson is a valuable tool to help a player see their faults and to make some quick corrections. It's the same with a presentation. When was the last time you saw yourself on video? Most of my clients have never seen themselves giving a full presentation. When they do, my job becomes easy because they usually pick up on their own "faults" and make quick corrections.

Some people notice that that they stare at their notes instead of making eye contact with their listeners. Once they see it for themselves, they don't make the same mistake twice. Some people catch themselves shuffling or fidgeting and correct it immediately. If you have access to a video camera, do yourself a favor and tape yourself once in a while. It's amazing at how much you'll improve in no time.

Just as great golfers work on every aspect of their game, you too should work on all elements of your presentation. A great idea or topic for your presentation will do little good if everything doesn't click from start to finish, from "tee to green." 

