Presentation Notes

1. Prepare early; don't wait until the last few days to prepare 

 Practice in front of a group of colleagues or friends 

2. Be clear about your purpose: 

 Tell them what you are going to do, tell them, tell them what you told them; 

 Have a goal: Want should the audience know, feel, or believe afterwards?

3. Use an Effective Introduction: 

 Orient the audience; explain why it is important; set the tone, 

 Establish a relationship between the speaker and the audience; establish credibility; Joke (only if it is a good one)

 Avoid weak introductions such as apologies, or rhetorical questions 

4. Organize your presentation clearly and simply: 

 Prioritize topics and allocate time accordingly 

 Stick to only 3-5 main points; 

5. Use supporting materials to flesh out main points 

 Use examples, statistics, expert opinions, anecdotes, photographs.

6. Compose for the Ear, not for the Eye: 

 Use simple words, simple sentences, markers, repetition, images, personal language ("You" and "I") 

(Avoid: Pneumonoultramicroscopicsilicovolcanokoniosis)

7. Create an Effective Conclusion: 

 Summarize, set final image, provide closure 

8. Sound spontaneous, conversational, enthusiastic- 

 Make small notes to use; use the slideshow and knowledge to present.

 Vary volume, don't be afraid of silence, don't use fillers like "um"... 

9. Effective Body Language: relaxed gestures, eye contact; don't play with a pen etc. 

10. Use Visual Aids to Enhance the Message: 

 Don't block visual aids

 Use visuals to reinforce and clarify, not overwhelm; keep uncluttered

Cope with Stage Fright by Remembering that it is normal and everyone feels it.
“P on it”
Purpose: Why are you speaking? What do you want audience members to know, think, believe, or do as a result of your presentation

People : Who is your audience? How do the characteristics, skills, opinions, and behaviors of your audience affect your purpose

Place: Why are you speaking to this group now and in this place? How can you use visual aids to help you achieve your purpose

Preparation Where and how can you find good ideas and information for your speech? How much and what kind of supporting materials do you need.

Planning: Is there a natural order to the ideas and information you will use? What are the most effective ways to organize your speech in order to adapt it to the purpose, people, etc.

Personality: How do you become associated with your 
message in a positive way? What can you do to demonstrate your competence, charisma, and character to the audience?

Performance: What form of delivery is best suited to the purpose of your speech. What delivery techniques will make your presentation more effective. How should you practice?



























