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This information is based on “A Basic Dozen: Keys to Presentation Success”, a chapter in a book on presentations (found by Paul Beiser).  The update is based on some preliminary information on “How to Talk so People Listen” by Sonya Hamlin.

PURPOSE
Know your own purpose in speaking and make sure if fits reality.

· What do you want to get out of giving the presentation?

· Is what you want feasable and appropriate?

· Are you getting what you came for?

CHECKLIST
Use a checklist for your presentations.

· Slides

· Copies of slides (to hand out, usually after the presentation)

· Timing for breaks

· Refreshments/food for breaks

· Previous speaker

· Following speaker

· Glossary of unfamiliar terms

MESSAGES
Identify the fundamental message and key points.

· What are the most important points?

· Tell the audience (don’t make them guess).

IMPORTANCE
Believe that what you have to say is important.

AUDIENCE
Know your audience.  

· Who are they?  

· What do they want (information, emotional needs, expectations)

· If you don’t know well enough, ask them.

· Provide them with something they value.

· Give them the information in a way they can understand.

SUMMARIZE
For a busy audience, summarize at the start.

ADAPT

Adapt to the changing needs of the situation and audience.

· Recognize when you need to change your presentation.

· If the presentation needs to be shorter, remove material.

· If things need to change take a moment to regroup and adapt

QUESTIONS
Prepare well for questions.

· Know what questions will probably come up, have answers.

SLIDES/AIDS
Keep visual aids readable

· This is related to the size of the audience.

PREPARATION
Prepare well.

· Pay attention to detail when arranging for the presentation.

· Check room layout, materials, equipment, etc.

DRY-RUN
Always dry-run the presentation.

PERFORM
Make it a performance.

· Your presentation is a performance.

· Try to make it interesting and/or exciting.

· Use appropriate communication techniques (pauses, gestures...)

· Stand in the appropriate spot (depends on objectives)

· If appropriate, involve the audience.

· Check for understanding.

RELAX

Keep your perspective and enjoy the presentation.

· The sun will rise tomorrow even if it doesn’t go well.

