Formal presentation
· Preparation & Content
· Structure

· Visual aids

· Questions

· Delivery

· Grammar

· Presentation

· Practice

Preparation and content:
Choose a topic of interest to you.  Choose your topic very carefully, do you know it well, is it easy to get information about this topic, is it of interest to a general audience or can you convince us to be interested.
Be interested in your topic, like it.  If you are not interested we won’t be either.

Know your subject.

Research your topic, when you think you have done enough research do a little more.  ‘If a small amount of research will help you imagine what a moderate amount will do.’

From all your research narrow down to the most important/interesting points.  Know more than you talk about.
Leave out boring or technical stuff.

Name your sources – briefly.

Explain unfamiliar terms, use clear language.

Explain acronyms.

Know how to pronounce unfamiliar terms.

Write out a rough draft, and then delete what is neither interesting nor relevant.  Keep the audience in mind as you make out your rough draft, what is relevant to the audience.

Understand your topic, if it is too complicated for you to grasp you will find it difficult to explain to us.

Use facts – not guesses or assumptions, i.e., do your research.

Structure:
The main structure is:

· Introduction

· Body of presentation

· Summary

· Conclusion

In the introduction introduce yourself briefly.  In general people like to know who is this person I am sitting listening to.

Introduce your topic, tell us what you are going to talk about.  Tell us why you chose this topic, why it is of interest to you.  Outline the main points, the sub headings of your talk.  What are the main points you want to make, keep in mind what do you think we want to hear.

In the body of the presentation you make your main points.  This should be broken into logical points and paragraphs.  Choose a few main points to explain to us rather than give us too much information to take in.  Keep sentences short.  If sentences are too long and convoluted we will not be able to follow.  Pick a point and tell us about it, then move to the next point and tell us about it.  This is all done at your preparation stage.  If you are giving a history of a topic normally this is done chronologically.  If you are listing pros and cons list them separately, don’t mix them up, be logical.  Mark where you want to use slides, audio/visual sources.
In the summary briefly tell us the main points you wanted to get across.  What were the main points on which you wanted us to focus.  Be brief.
In your conclusion briefly tell us about future developments, actions, recommendations, conclusions you have drawn from your research.  Thank the audience for listening.
Audio/Visual aids:
If you use a handout, keep it brief and give it out at the beginning or end of the presentation, otherwise it will create noise, cause a distraction and take from your presentation.  Whether to use a handout or not depends on the type of presentation.  If it is an educational presentation it is generally better for participants to have the handout to add their own notes and save them trying to take notes as they speak listen to you.  If there is a diagram to be understood again it is better to give out in advance as diagrams can be hard to see on slides.
If you use slides prepare them well in advance.  You have only yourself to blame if you leave slides to the last minute and the photocopier is broken or the printer is out of ink.  Be careful to use the appropriate overhead for the machine you are using, ordinary plastic melts in a photocopier, ink dries very slowly with an inkjet printer.  
Slides:

· Must be relevant

· Should have very few words

· Use a legible font rather than a fancy script that is difficult to read.

· Use at least size 20 font, it must be seen from a distance.
· Number them for your own sake – not to mix them up.

· Use no more than 3 a minute – we will get dizzy looking at them flying on and off the screen.

· Leave them up long enough for people to read.

· Make sure all spellings and grammar are correct.

· Do not leave them up when you are finished with the point being made on the slide.

· Point to the screen not the machine.

· Don’t obscure the screen, stand to the side to allow the audience to see.
· Don’t turn to face the screen and talk, your voice will be lost.

· If you need to use a slide twice print it twice so your slides are in order and you are not rooting through them all to find one.
· Don’t use light colours like yellow or orange, they are too hard to see.

· Line up your slide before you switch on the machine.

Check all equipment in advance.

Delivery:
Introduce yourself.

Breathe, if you feel very nervous, stop and take a breath.

Stick to your plan, if it was ok for the last few weeks it will be fine on the day and certainly better than suddenly making up a whole new presentation.

Appearance – be neat, tidy and clean, respect your audience and they will not be distracted by your appearance.
Voice:

· Aim your voice at the back wall.

· In general people in conversation drop intonation at the end of a sentence and words are swallowed, keep the sentence going right to the end.

· Pronounce each word separately to avoid swallowing words.

· Articulate each word.

· Take your time and speak slowly, if you are nervous there is a general tendency to rush.

· Speak up a little all the time, aim a bit louder than normal conversation.

· Pause after each topic, this helps the audience know the paragraph breaks.

Eye contact – speak to individuals but don’t focus on the same individual all the time, this can be intimidating.

Use the space, you don’t have to stand still, you can move round and look at different people.

Use your hands but not too much, try not to fidget but don’t get hung up on it.

If there is a problem move on -  none of us are perfect.  None of us can avoid disasters we can only learn to cope.

Do not read from a script, you are not delivering a speech.

At the end ask for questions.

Questions:

Questions are a compliment, even if they seem difficult.  They show that you have managed to engage the audience in your topic.  The more difficult or aggressive the question the more you have personally engaged the participant in the presentation so well done.

Think up possible questions in advance yourself and ask families and friends what they think, this will help your preparedness.

Treat all questioners politely, no matter how rude or aggressive they are.  You should thank them for their question and reply to the best of your ability.

If you know the answer give it briefly.

If you do not know the answer say so and move on or offer to find out and get back to the person.  You are not expected to be a walking encyclopaedia. 
Listen to the question, hear it out to the end, it will prevent you jumping to conclusions and give you time to think. 

Check back with the questioner, ‘does this answer your question?’

Grammar:

This is a presentation so spelling and grammar will not be as important as a written report but try to check possible grammar problems and avoid them.

All slides and overheads should be correct.

Presentation:

This is a presentation and not a speech.
Do not read your presentation – you can use cue/prompt cards.
You are speaking to an audience not reading the news on the radio.

A vital part of a presentation is an audience, without an audience there would be no point in you presenting.

Speak to your audience, look at them.

The audience want you to do well, they start out on your side, they are not your enemy – you are.

An audience is not a blob, it is made up of individuals, speak to the individuals.

A presentation is about communication, you have a message to send, you are given an audience to receive, if you prepare and properly encode your message they will be able to decode and understand it.  If you have done well you will know by the feedback you get in the form of questions.  You are not in a vacuum talking to yourself, communication is the most important factor.

Avoid jokes, they can sound staid, jokes are meant to be spontaneous.

Respect your audience, do not make lewd comments or try to shock.  This will only make your audience cringe and the point of your exercise is to bring the audience with you not drive them away.  Do not use inappropriate language.
Practise:

Practise, practise, practise.  You cannot expect to try something for the first time and succeed perfectly.  We all need to practise.  

Practise out loud at least 5 times, in front of a mirror, in front of friends, family.

Ask your family and friends to ask you questions as a way to ensure you know your material and prepare for the questions session.
As you practise out loud time your presentation.  It should be maximum 8 minutes to leave time for questions.  Every time you change your presentation time it again.

Don’t learn a speech.  

Use prompt/cue cards.  They should just contain words to help you remember each new point.  Number these in case you drop them or whatever.
If you have too many words on a cue card you will not be able to find the information.

If you know your material a word or phrase on a cue card should suffice to remind you of the next point.

Overheads can also be used as your cue cards.  If you keep a separate copy of the overheads for yourself, you can jot brief notes of extra points you want to make.

Check the room in advance.

Check all equipment in advance, don’t let technology let you down.
Good luck, we are all on your side, you can do this.
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