	Planning your presentation
	Applies to me
	
	Doesn’t apply to me
	

	
	
	
	
	

	content is too difficult for the audience to follow
	
	
	
	

	the structure is too complicated
	
	
	
	

	using plenty of examples
	
	
	
	

	leave time for questions 
	
	
	
	

	a simple and logical structure
	
	
	
	

	conclusion in which you go over the main points 
	
	
	
	

	
	
	
	
	

	Delivering your presentation
	
	
	
	

	
	
	
	
	

	everyone gets nervous
	
	
	
	

	everyone can learn how to improve their presentation 
	
	
	
	

	quality of your voice
	
	
	
	

	use of notes and use of visual aids
	
	
	
	

	volume, speed and fluency, clarity and pronunciation
	
	
	
	

	practise beforehand in a room 
	
	
	
	

	eye contact
	
	
	
	

	practising in front of one or two friends 
	
	
	
	

	
	
	
	
	

	Effective use of notes
	
	
	
	

	
	
	
	
	

	do not use notes at all and
	
	
	
	

	write out their talk in great detail
	
	
	
	

	speak without notes 
	
	
	
	

	avoid reading a prepared text aloud or memorising your 
	
	
	
	

	use notes with headings and points to be covered
	
	
	
	

	write down key sentences
	
	
	
	

	Notes can be on paper or cards
	
	
	
	

	
	
	
	
	

	Visual aids
	
	
	
	

	
	
	
	
	

	make a presentation more lively
	
	
	
	

	help the audience to follow your presentation
	
	
	
	

	help you to present information that would be difficult to follow through speech alone
	
	
	
	

	PowerPoint
	
	
	
	

	Objects that can be displayed or passed round the class
	
	
	
	

	printed handouts
	
	
	
	


