Presentation Structure and Preparation
Five golden rules:

START POWERFULLY

EMPHASIZE UNUSUALLY

MAXIMIZE INVOLVEMENT

REPEAT

END WITH A BANG

Checklist - preparing the presentation

a. Set your objectives

b. Brainstorm with post-it notes

c. Arrange in logical order

d. Think of the benefits

1.0 Structure of the presentation

1.1 INTRODUCTION - open with an attention grabber, state the benefits of listening, explain who you are and your credentials, state what you will cover and the main direction of the presentation.

1.2 MAIN BODY - your key points with visual aids, to aid memory add some stories, include examples, figures and statistics, emphasise unusually, invite audience participation, don't be afraid to repeat important points.

1.3 CONCLUSION - signpost clearly that you are reaching the end, end positively and with a bang, do not end with questions as you might get a difficult or negative one.

1.4 CLOSE
PREPARING AND PLANNING INFLUENTIAL PRESENTATIONS

The key to delivering influential presentations is effective planning and preparation. Rehearse your presentation before giving it. 
WAYS IN WHICH TO OPEN A PRESENTATION

I.Anecdote

Far safer than a joke.  A well chosen (it must be relevant) anecdote will help to relax both you and the audience.  It can help you to appear more human as a speaker and get the audience on your side.  They can help build empathy and rapport.
2.Shock Opening

This type of opening can really make an audience sit up and take notice, but do make sure you can carry it off confidently.  If you have any doubts opt for a safer more conventional opening.

3.Historical

Relating your presentation to some relevant historical fact: e.g. “15 Years ago this company consisted of 2 men and a very old and unreliable press.  Today it is a thriving organisation employing 270 people with a turnover of 43m pounds.“

4.Quotation

A very neat way to open and close a presentation.  Beware of using hackneyed (overused) quotations though!

5.Current Affairs

Referring to some current relevant news item can be a good way to start as there will be commonality with the audience.

6.Question

Direct questions addressed to the audience helps to get them involved.  Rhetorical questions are a powerful way to make your audience think.

7.Statement / Statistic

Avoid using too many or the effect will be lost.  One or two carefully chosen ones combine the shock element with brevity.

1.2 MAIN BODY OF THE PRESENTATION

· Avoid trying to fit too much information and key points into the main body of the presentation.  It is far better to cover fewer points and really make sure that your audience have understood than to cover too many points and leave the audience confused.

· Four or five key points during a 20 minute presentation would be about right.

· Each key point should be like a mini presentation of its own with a beginning, a middle and an end. Work on the links /linking words – e.g. furthermore, in addition, whereas etc./ between the key points in your pesentation so that they are smooth. Use minisummaries.

· Avoid the body being just a long list of facts.  Try and vary the content and use illustrations, examples, and quotations to bring your  key points to life and to prevent dull patches occurring. Remember audiences like being told stories and examples will make your content more memorable.

· Make sure that each of your key points are linked together in a logical pattern and have your linking sentences very clearly thought out.  Build bridges to help your presentation seem polished and professional.

· Visual aids should be used at this time to help the audience understand and retain your presentation.

· Put no more than 5 items on one visual!!! For bullet points use note-form – not full sentences.

· If you use graphs from the internet, simplify them if possible.

· Avoid if you possibly can writing your speech down in longhand.  The written word is very different to the spoken word and the end result especially if it is read out to the audience will be tedious, uninspiring and lacking in sparkle.

· Remember to constantly summarise during the main body of thepPresentation especially at the end of each key point.

· Use rhetorical questions. Participation can also be used to add interest and to keep audience involved.

· Ensure the main body, which will constitute about 75% of the presentation, is full of interest and variety.

· Comparisons and analogies are also helpful, especially when trying to explain technical or difficult information

1.3 ENDING THE PRESENTATION

· *The end of the presentation is rather like the opening because this is usually where you will have maximum concentration from the audience.  It is surprising how an audience wakes up when they hear phrases like: 'Before we stop for coffee ' and ‘In conclusion'!

· Your audience should expect the end so do signpost the conclusion so that you have maximum attention.

· Summaries positively your key messages – do not simply go through what you have said- pull out the key messages.

· Remember the last few words said by the speaker are what tends to stay with the audience so make them memorable.

· Ensure the conclusion is not too long – the audience will be expecting you to be succinct and precise.

· Use some of the suggested ways for opening your presentation when you close your talk  e.g.  quotation, etc.

· Another good way to end a presentation is by posing a question to the audience which they will want to consider after the Presentation has finished or by calling the audience to action.

· Do come to a definite close so that the audience know you have finished speaking.  

· Avoid losing energy at the end of the Presentation.  Always practice the closing sentence to ensure it is delivered with enthusiasm and energy.  Do not fall into the trap of the "That's it" end.

1.4 Close
· After question time regain control of the situation by leaving the audience with your closing message.

· Do not allow “Awkward George” in question time to leave his negative message with the audience.

· Finish powerfully, avoid using “that´s it” finish which is weak and submissive

· Think of the close of the presentation as being the “Take home message” – the thought that your audience will take away with them

· If you wish to thank the audience simply say “thank you” and avoid using negative statements such as “thank you for listening, “thank you for your time” etc.

· Hold your pause for three seconds at the end, before you leave the performing area.

2.0 BODY LANGUAGE
2.1 POSTURE

· Much of the impact that a speaker has on an audience is visual impact, so make sure the visual image you project is powerful and positive.

· Generally it is believed that 90% of the first impression is formed within the first 60 seconds.

· A whole science has grown up around the study of body language.  Some research indicates that body language accounts for approximately 65% of human interaction with words accounting for the rest.

· 90% of the impression that we make when we first appear before an audience is formulated within the first 60 seconds.  It is therefore vital to get not only the words right but also the gestures and body language.

2.2 Eye Contact

· Eye contact is one of the most important aspects of body language.  Eyes are the 'window to the soul' and they will inform the Speaker whether their message is being truly received and understood.

Based on the Longman internal manual

