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Ten things to review with your guest speakers before they take the stage:

1. Monitor: Show the speaker where the down monitor is located or any teleprompters.

2. Clock: Review how much time the speaker has allocated and where the countdown clock will be placed.

3. Mics: Test the wireless microphones and emphasize you do not want the speaker to turn “off” the switch while they wait to go on stage – very common habit.  

4. Position: Ask if the speaker plans to walk or stay in one place (important for the camera and lighting operators).

5. Entry: Remind the speaker who is introducing them, who the host is and the music they will hear as they enter the stage.

6. Closing: Explain the closing sequence such as, “You will introduce James, shake his hand, then exit to the right.”

7. Remotes: Show the speaker the remote slide advancer – best to keep an extra backstage for this purpose.   

8. Q&A: Confirm that there will not be a Q&A section (or will be).

9. Name Tag:  Always remove the speaker’s name tag before they enter the stage.
10. H2O:  Tell them you have placed a bottle of water behind the podium (and remember to do it ().
