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Preparation Components of Great Presentations

Any great presentation has at least three critical parts, and within each, there are many issues to think about.  Use this page as your “how to” check list:

Professional Preparation

1.
Audience analysis

2. Project background

3. Objectives

1. Writing the Presentation

Organizational Preparation
1. Your organizational responsibilities

2. The presentation and the work

3. The people

4. The room

5. The equipment

6. The materials

Personal Preparation & Performance

1. Poise 

2. Projection (voice and body)

3. Gestures

4. Ease (being comfortable and natural)

5. Personality style

6. Ability to handle questions and guide the discussion

Best Practices: Solving Crises and Problems

When problems arise, be resourceful and if possible, involve the audience in the solution.  If you can, use humor to diffuse tension.

Equipment breakdowns

· Have alternatives available

· Always have a paper deck ready

· Be familiar enough with your materials to ad lib

Sweat
· Be prepared with handkerchief 

· Dress appropriately 

Quivering voice or fumbled words

· You notice everything more 

· Slow down and make sincere eye contact

· Speak slowly and connect with audience 

Quivering hands

· Don’t hold something that can bobble or rattle (like a pen or papers)

· Hold on to the lectern or conference table for dear life

Pounding heart

· NO ONE can hear it, no one can hear it.

· Be happy you are breathing.

Runny nose or eyes

· Wipe as necessary, or say excuse me

Forget?

· Memorize content
· Refer to notecards or PPT notes pages
Tips and Techniques

To Conquer Nerves and Anxiety
1. Relaxation Techniques

2. Deep Breathing

3. Isometrics

4. Exercise

5. Be Realistic and Enthusiastic

6. Give Yourself a Pep Talk

7. Drink Water

8. Rehearse

9. Move Around

10. Maintain a Positive Attitude

11. Ask yourself, “What’s the worst thing that could happen?”

Memory Tips
· BE ORGANIZED

· ASSOCIATE

· REPEAT
· PICTURE AN IMAGE

· THE MIND SEES AND REMEMBERS IN PICTURES.

Delivery Tips

Extend Eye Contact:
3-5 seconds per person

Include everyone.  Use eye contact with each person.

Expand Gestures:

Hands increase your enthusiasm and make your presentation dynamic.  Hands can also create images for your images for your listener. 

Eliminate Non-Words:

Fillers are distracting and suggest nervousness.  Think about your content, purpose, and then make your point.

Vary Intonation:

Variety is the spice of life--in tone and inflection. Get excited and use more gestures. Visualize your message in pictures, not words. A speaker who looks excited, sounds excited.

Project Your Voice:

Your voice must project further when you are before a group. Use your abdominal muscles to supply power for a stronger voice.  You may need to exaggerate at times.

Control Speaking Rate:
Keep an even tempo. Pause --to allow your listeners to process the message.

Control Nervousness:

A little nervousness keeps your energy high. 3 part method: exercise, pep talk, visualization.

Top Ten Tips to Preparing 

An Excellent and Effective Presentation

1. Start early.
Start developing your talk sooner not later. The more time you have to prepare, the more confident you’ll be.

2. Research your audience.
Find out everything you can about WHO you will be speaking to. What do your audience members have in common? What are the challenges they face? What is their education? The more answers you have to questions like these, the more you’ll be able to create a speech that they’ll want to hear.

3. Speak with your heart and soul.


When you speak passionately, from your heart, and believe what you say, it doesn’t matter if you’re the first person or the 15th to speak about your particular subject. The originality you provide is your voice and your passion.


4. Keep it simple.
Smaller, shorter chunks of information are easier for audiences to absorb.

5. Make them an offer.
Offer your audience a solution to a problem, a challenge to how they think or act, or an opportunity to learn something new. Create your speech around that offer (“Today I’m going to give your three tools to eliminate procrastination from your life forever…”).

6. Create a conversation.
Instead of creating a “speech,” develop your presentation as a conversation between you and the audience.

7. Involve the audience.
To create that sense of conversation, interact with your audience. Ask them questions (“How many of you would agree with that?”). Give them things to do “Please write this next fact down…”


8. Listen to yourself.
How your presentation sounds is important. 
9. Rehearse. Revise. Repeat.
Practice your speech as much as possible, revise it continuously so that you are confident when you deliver.
10. Enjoy!
When you enjoy the process, your presentation will reflect that. 
Best Practices: Linking and Bridging

In any presentation you have to link and bridge to key thoughts.

Here are some examples:

· which brings me to

· I’d now like to discuss

· and in keeping with this…

· in response to that I’d like to…

· and this will serve to now introduce…

· like Dr. __________, I also felt that (recommendation)…

· this reminds me of…

· now we will discuss…..

· let’s look at…

· now let’s examine….

· to continue in this sequence, we have…

· what we have discovered…

· the though to leave you with…

· our recommendation is…

· clearly the next step will be….

Tips on Writing & Performing Your Presentation

· Organize well!

Key components of a powerful presentation:

· Make it All Interesting & Memorable

· Introduction 

·          Main Points

· Supporting Points

· Conclusion

· Call To Action



Make sure your audience clearly understands 



WIIFM: “What’s In It For Me?”
· Use brief sentences and phrases (especially on charts)

· Create verbal and visual images … use vivid words and examples

· Avoid jargon and slang

· Time yourself (whatever time you’re allotted, it’s always shorter -- or longer -- than you think!)
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