Presentation Guidelines*
Dr. Lotfi K. Gaafar
PREPARING FOR PRESENTATION

The following steps must be taken when preparing for a presentation:

Determine the goal of the presentation.
Prepare a detailed outline.
Prepare visual aids.
Practice, practice, practice.

THE GOAL

1. The goal of the presentation is a statement of purpose. It establishes the focus of the presentation and relates the major ideas to be conveyed.

2. The goal of a presentation should be tailored to the audience and the martial that is being presented.

THE OUTLINE

1. The outline is a list of topics and subtopics that presents the ideas in an orderly fashion.

2. When preparing the outline consider how much your audience already knows and what new information you are trying to convey to them.

3. The topics must be presented in the best order to support your argument.

Format

I. Heading 1


A. Subheading 1



1. Item 1



2. Item 2


B. Subheading 2



1. Item 1

II Heading 2

...

Visual Aids

Visual aids consist of computer-based presentations (e.g., PowerPoint), transparencies, slides, and any other items that can help you convey your message to your audience.  Notice that the resolution on a transparency is higher than on a data show.  If you plan on delivering a computer-based presentation using a data show, have transparencies as backup. 

Content

1. Visual aids should be derived from the outline.

2. The content of your visual aids should guide the presentation. If you express your message clearly through your visual aids then you do not need any external notes during delivery.

3. Do not include anything in your visual aids that you do not intend to explain during your presentation. 

4. Allow flexibility in your presentation by using concise headings in your visual aids. 

5. Review your visual aids carefully to check your spelling.

6. Use illustrations and charts where they would better communicate your message words. Use colors for emphasis.

Style

1. Keep your visual aids simple by showing 4-7 items per page, with 3-5 words to express each item.

2. To stay within allotted time, the rule of thumb is one slide per minute. i.e., around 20 slides for a 20-minute presentation.

3. The heading of the view graph, a short sentence, should capture the relevant information in the view graph. The heading should be written in such a way that if a person in the audience could not view everything in the view graph, then reading the heading should be enough to convey the message.

4. Use typefaces that can be read from the intended viewing distance (e.g. Helvetica font with size 36-52 points). 18 points minimum in charts, figures, and tables.

5. Avoid "gimmicks" when using computer presentations (e.g. sounds and fancy transitions).  They usually distract, not add to your presentation.

PRACTICE

1. Speaking skill is only acquired through practice. It is important that you practice prior to the presentation.

2. Practice allows you to further develop and modify your presentation to suit your goal and the audience.

3. Make sure that the information you present fits into the time allotted for the presentation.

4. Practice a few times in the same location where you will deliver your presentation.

5. Practice in front of someone.

 

DELIVERING THE PRESENTATION

SETTING 

1. Ensure that the setting is conducive for a presentation (physical location, room size, lighting, etc.) 

2. It is your responsibility to check that all audio-visual equipment is in working condition (location of spare bulb for the projector, microphone, availability of chalk and pens, etc.).  It is important to check the computer/data compatibility for computer based presentations.

DELIVERY 

Presentation delivery should consist of three steps:

Step 1: Tell the audience what you want to tell them

Step 2: Tell them

Step 3: Tell them what you told them

In step 1 the student should summarize what the presentation is about. This should include 

1. Introduction

2. Objectives

3. Problem statement

4. Methodology

5. Results

6. Conclusions

In step 2, which is the bulk of the presentation, the student should elaborate on each of the above six points and describe them in detail.

In step 3 the student should summarize what he/she presented to the audience.

Remarks

1. Stay within the time limits allocated for the presentation.

2. Speak to the audience and not to the board or projector.

3. Be aware of your gestures and your surroundings, in order to avoid distracting the audience.

4. Do not read from notes.

5. Refer to the visual aids where appropriate.

6. Control the tone and loudness of your voice.

7. Remember that during the presentation, you are in control of the situation. If there are any interruptions from the audience then you can request that questions be delayed until after the presentation.

8. Project self-confidence.

AFTER THE PRESENTATION 

1. Devote the time to answer questions from audience.

2. Answer the questions to the best of your ability but do not get intimidated if you cannot answer.

ADDITIONAL TIPS AND CONSIDERATIONS

Identify some basic objectives before planning a presentation.

Analyze the values, needs and limitations of your audience.

Write down some main ideas first, in order to build a presentation around them.

Incorporate both a preview and review of the main ideas.

Develop an introduction that will catch the attention of your audience and still provide the necessary background information.

Conclusion should refer back to the introduction and, if appropriate, contains a call-to-action statement.

The visual aids should be carefully prepared, simple, easy to read, and should make and impact.

The number of visual aids should enhance, not detract from, your presentation.

If your presentation is persuasive, support it with logical arguments. 

Ensure that the benefits suggested to your audience are clear and compelling.

Rehearse so there is a minimum use of notes and maximum attention paid to your audience.

Rehearse standing up and using visual aids.

Prepare answers to anticipated questions, and practice replying to them.

Maintain good eye contact with the audience at all times.

* Adapted from a handout by Dr. L. K. Gaafar and Dr. Souhaila Al-Mutawa (Kuwait University)





