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Checklist for preparing a presentation

· Start your research by answering three questions:

· What does the audience need to learn?

· What might they already know about my topic?

· What is the objective of the presentation?

· As you gather information, divide what you want to use into two categories, need-to-know (crucial to the objective of your presentation) and nice-to-know (useful for increasing interest or dealing with questions and comments from the audience).

· Determine the style for your outline depending on the nature of your presentation and develop the outline in keeping with that style.

· Chronological—shows events in order as they occurred

· Narrative (story telling)— takes the audience on a journey through a flowing presentation

· Problem/ solution—states the problem, the why’s, your solution, and a summary

· Cause/ effect—states the cause and explains the effect( s)

· Topical—divides the general topic into several subtopics

· Journalistic questions—uses some or all of the what, who, where, when, why, and how questions

· Spatial—follows a linear logic based on location, direction, and space

· Cluster your pieces of information and insert them as appropriate in the outline.

· Develop an introduction that gets and focuses attention, makes a connection, and establishes your credibility and a conclusion that summarizes the main points, provides closure, and leaves an impression.

Based on :  Rotondo, Jennifer. Presentation Skills For Managers. Blacklick, OH : McGraw-Hill Companies, 2001. (available from Ebrary)

Key Rules for Creating Slides
· Use one concept per slide.

· Use key words and phrases (noun and verbs).

· Stay within the 8 x 8 rule. (no more than 8 lines of text per slide/ no more than 8 words per line)

· Make your bullet points consistent in structure. It’s important to start your bullet points with either a noun or verb and put them in the same tense (past, present, future) and voice (active or passive). This parallel structure will help your audience understand your point more quickly.

· Capitalize properly. Capitalize only the first letter of the first word and any proper nouns in your bullet points. For the titles of your slides, it is acceptable to capitalize the first letter of every word to draw more attention to them. 

· Be as concise as possible.  The general rule is one or two slides per minute. If you’re a “talker,” then you want fewer slides, in order to keep your presentation to the time allotted.  If you can be brief and to the point, then it’s OK to have more slides, because you will go through them more quickly.

· Have an agenda slide and a recap slide in every presentation. If your agenda slide has four topics listed, your presentation should have four title slides with the same exact titles at the beginning of each of these four sections. 

· Use action words or verbs.

· Delete non-impact words such as “while,” “that,” and “but” and intensifying adverbs such as “really” and “very”.

Based on :  Rotondo, Jennifer. Presentation Skills For Managers. Blacklick, OH : McGraw-Hill Companies, 2001. (available from Ebrary)

Visual, Auditory, and Kinesthetic Learning

A commonly accepted theory categorizes learning styles as visual, auditory, and kinesthetic. We all learn in all three ways, but each of us has one dominant mode. 

· Visual learners learn best when they see, such as with graphs, pictures, and written text.  What works well with this audience are handouts, videos, role-modeling skits, posters, flip charts, PowerPoint slides, and transparencies.

· Auditory learners learn best when they hear, such as through the usual oral presentation.  What works well with this audience are lectures, audiotapes, music, and recitations.

· Kinesthetic learners learn best they do things, when motion and touch are involved, such as with physical activities, role-plays, and other interactive activities.  What works well with this audience are simulation games, role plays, skills practice, and hands-on computer work.

So, if you combine text, graphics, script, and interactivity in your presentation, you’re most likely to reach everyone in your audience and help them all get the most out of the experience.

Loosely based on :  Rotondo, Jennifer. Presentation Skills For Managers. Blacklick, OH: McGraw-Hill Companies, 2001. (available from Ebrary)

Types of Presentation outlines

	
	Definition
	Introduction
	Conclusion



	Chronological
	Shows events in order as they occurred
	Set the timeline
	End the sequence and speak about next steps.

	Narrative
	Takes the audience on a journey through a flowing presentation


	Set the stage for the story you’re telling.
	Be sure to make your point at the end.

	Problem/ solution
	States the problem, the why’s, the solution, and a summary


	Set the context for the problem.
	Recap the benefits, get buy-in, and discuss timelines. 



	Cause/ effect
	States the cause and explains the effect(s)


	Describe the cause
	Recap the cause and effect.

	Topical
	Divides the general topic into several subtopics


	Mention your main topic and list your subtopics.
	Recap the main topic and briefly summarize.

	Journalistic questions
	Uses some or all of the what, who, where, when, why, and how questions
	Ask the questions or provide short answers to the questions on most people’s minds and promise to elaborate when you start your presentation
	Check with the audience to make sure all the questions have been adequately answered.

	Spatial
	Follows a linear logic based on location, direction
	Describe the general area you’ll be covering, perhaps citing some of the specific stops along your journey. Be creative.
	Show how far you’ve come on the journey.


The conclusion should summarize the main points and leave an impression. The conclusion can consist of recommendations, questions, future directions, next steps to take, goals and objectives, timelines, and so forth.  To help make your conclusion more memorable, you might consider using any of the strategies that help an introduction get attention: a quote, a question, humor, a creative image, an anecdote, or a sharing of emotions.

Checklist for getting ready on the day of the presentation

· Make sure all your materials are in order before you leave home.  This includes notes, slides, flip charts, pens, etc.

· Arrive early to feel comfortable in the room.

· Check the room arrangement, including seating, lighting, heat, and make any necessary adjustments.

· Check all the necessary equipment, including lights, projector, presenter’s computer, participants’ computers, etc.

· Make sure refreshments are ready.

· Warm up by reviewing the first few sentences of your presentation and taking a few deep breaths.

· Distribute handouts, either by placing them at all  seats, leaving them near the door for participants to pick up, or designating a person to hand them to participants as they arrive.

· Greet participants with a friendly smile

Warm-ups for presenters

For focus

· Sit comfortably, breathe deeply, and concentrate on feeling the air enter, fill your lungs, and leave.

· Focus on a sound silently repeated over and over.

· Think of the color spectrum, imagining each color one by one.

For body relaxation

· Rotate your head in half circles, from shoulder to shoulder, leaning your head forward and rolling from side to side, then repeating the motion with your head leaned back. (Never roll your head in a complete circle: a full circle is an unnatural range of motion that stresses the upper vertebrae.)

· Tighten and stretch your face muscles, contorting your face, making exaggerated expressions.

· Stretch your back and legs, by bending at the waist and going up on tiptoe and raising your arms as high as possible.

For voice

· “Wiggle and waggle your lower jaw.”

· Do tongue twisters, such as “Sally sells sea shells by the sea shore” and “rubber baby buggy bumpers.”

· Repeat the following sound combinations: brrrr, ta ta ta ta, me me me me, us us us us, la la la la, ha ha ha ha, bee boy by beau boo, dee day die doe do 

Based on :  Rotondo, Jennifer. Presentation Skills For Managers. Blacklick, OH : McGraw-Hill Companies, 2001. (available from Ebrary)

Notes on presentations






















