Dear Panelists,

As we prepare for our upcoming panel discussion, | wanted to share some tips to ensure an
effective delivery:

e Know Your Audience: Understand who will be attending and tailor your content
accordingly.

o Be Concise: Keep your points clear and to the point to maintain engagement.

o Engage with Fellow Panelists: Make eye contact and respond to your colleagues to
foster a dynamic discussion.

o Prepare for Questions: Anticipate questions from both the moderator and the audience,
and practice your responses.

o Use Storytelling: Share relevant anecdotes to illustrate your points and keep the audience
interested.

e Manage Time Effectively: Be mindful of your speaking time to ensure everyone has a
chance to contribute.

o Stay Calm and Confident: Take deep breaths and remember, you are knowledgeable
about the topic.

| look forward to an engaging and informative discussion with all of you!
Sincerely,

[Your Name]



