DEVELOPING A PRESENTATION

Content and Creating the Slides

Outline your talk, listing the major points you want to make.  Each major point should become one or more slides.

Use outline form on the slides—not sentences.

The slides provide an outline for the speaker and for the audience.  The speaker should develop each bulleted item.  The speaker should not read the slides.

The initial slide should have the title of talk, name of speaker, date and/or place.  It's unlikely that you really need a footer to repeat that.  If your presentation will take more than 10 minutes, the second slide should provide an agenda or outline of your presentation.  Your listeners should get an overview and know what to expect.

Set off (e.g., italicize) direct quotes and acknowledge the source on the slide.  Also acknowledge source of a graph or table on the slide itself.

Use notes pages to document source(s) of information on the slide.  This is particularly valuable if you intend to update the presentation, or if one of your listeners may request the source for follow-up.

Be careful of color for background and text; for example, blue and yellow or blue and white contrast well and are easily visible.  Avoid especially bright colors, like brilliant reds.  

Don’t over-do the “bells and whistles” of the technology at the expense of the content.  In other words, try to avoid so dazzling your audience with the technology (bullets flying in from various directions and animation) that they lose focus on the message.

Provide sources of information at the end of the presentation for your audience; e.g., bibliography.

Put a blank slide after your last one in case you forget it's last and click to go to the next.  A blank is better than nothing. 

Actually Presenting

Prepare yourself to give the presentation.  Be familiar with the material on your slides and rehearse.  Begin by motivating your audience, both by your introduction and by your emotional contact with them.  If you are interesting in the material you are presenting and can convey that interest and even excitement, your listeners will "catch" that.

When delivering the presentation, look at the audience rather than at the monitor or screen.  Position yourself in such a way that you can see the current slide and talk to the audience about it.  Occasional use of notes is OK, especially for highly technical information, but do not read notes as if you were reading a speech.  Speak slowly and distinctly.  Concentrate on explaining the points on each slide.  The jargon is "talk the slides."

Connect with your audience as if in a conversation with them.  You want to speak with, not at your listeners.

If you do use notes, hold them up at waist height or higher, so your head is up and you are speaking to the audience, not to the floor.

Before the presentation provide a copy of the slides to each person in the audience.  Print the slides in outline form or miniaturized. 

