Tips for Presenting and Public Speaking 

1. Start preparing early 
Don't wait until the last few days to prepare. If you wait until the last few days, it will show in the quality of the presentation. Prepare your presentation early, let it rest a little bit and come back to it. 
2. Determine the take-away message

People tend to remember only 3 or 4 points from a presentation. To help your audience remember those points: 
· Tell them what you plan to tell them.
· Tell them.
· Then tell that what you told them. 
If someone who missed your talk were to ask an audience member in the elevator to sum it up, what would you like that person to say? Focus on that message. Start out with this summary statement in mind and build your presentation around it.

3. Organize your presentation clearly and simply
Once you have an idea of your presentation's main message, spend some time thinking about the structure of the entire talk. All of the material you cover should contribute toward communicating your core message effectively. Start by writing an outline of the talk including main sections and subsections. Prioritize topics and allocate time accordingly. Have a well-thought pattern (examples are problem/solution, chronological, cause and effect, topical); use transitions to move smoothly from one point to the next. 
Don't write out the material word-by-word and don't plan on reading text even if you do have it all written down. Having the text written out and parts of it memorized will constrain you. Memorize the structure of the talk and the outline, but not every word.

4. Establish a strong start
It is important to establish early on that you are prepared and are worth people's attention. The first couple of minutes of your talk should be the most prepared and polished. Those are likely to be the most nervous moments so it is best not to leave anything to chance. By being well prepared, you can convey your messages with confidence. 
Establish a relationship and credibility between yourself as the speaker and the audience. Avoid weak introductions such as apologies.  Many people use such statements as a way of requesting leniency from the audience. Apologies announce to the audience, 'the presentation you are about to receive is less than you deserve, but please don't blame me.’ It is good to start with compelling statistics, a video clip, interesting story or humor.
5. Get and keep their attention
Different people have different learning styles. Some learn by simply listening, some need to see it, and some learn best by experiencing it. If appropriate, try to fit all aspects into the presentation. 

Have someone stand in the back of the room and signal if you need to be louder. Don't use fillers like "um.” Instead, use silence to your advantage. Silence between statements allows your audience to process what you said. Varying your volume will help you emphasize a point and get the audience's attention.
6. Make the most of your movement
Too much high-energy and movement can be distracting, actually taking away from your message. Appropriate use of movement is the key. Simple hand gestures may be all you need to make a point. On the other hand, sometimes it may take running around the room. Your movement is most effective when it helps the audience connect to your subject. Don't play with a pen or pointer and don't block visual aids. 
7. Show respect to the audience and they will show it to you

· Eye contact - maintain eye contact with the audience. Slowly move from person to person and occasionally hold the contact for a few seconds. 

· Honesty - when you don't know the answer, admit it, offer to find out, and get back to the person. 

· Conversational – use simple words, simple sentences, markers, repetition, images, personal language ("You" and "I")

· Save face - if you must disagree with an audience member, do so in a manner that allows the person to save face. 

· Self-correction - if an audience member is not paying attention, encourage self-correction, by walking closer to them as you speak. The 'distracter" will notice your proximity and stop the distraction. 
· Enthusiasm - Be sure to enjoy your presentation and show your enthusiasm about the content. Your interest in the topic will be contagious and will likely result in a more engaged audience.

8. Manage questions from the audience
Keep a polite demeanor throughout the presentation. Thank people for their questions and feel free to praise them for good points. Anticipate the ten most likely questions and plan out your answer. If a questioner digresses, try to remind the audience of the goal of the presentation. Use the last question to transition into your summary.

9. Create an effective conclusion 
You have had much more time to work with your information than your audience. Share your insight and understanding and tell them what you've concluded from your work. Don't leave the audience to draw its own conclusions. Set the final image and provide closure.
10. Practice, Practice, Practice
People don’t rehearse nearly enough. Practice your entire presentation including your slides. Practice the presentation a few times: more if you have less experience, less if you are a more seasoned public speaker. If you can, practice it before a group of colleagues or friends. It can be especially helpful to give the talk to someone who is not in your field and is not intimately familiar with the material. 
Tips for Presenting with PowerPoint 

1. Hold up your end with compelling material
The audience has come to hear you, not merely to stare at images tossed onto a screen. Build a strong PowerPoint program, but make sure that your spoken remarks are no less compelling. Remember that you are creating slides to support a spoken presentation.

2. Keep it simple
The most effective PowerPoint presentations are simple — charts that are easy to understand, and graphics that reflect what the speaker is saying. Some authorities suggest no more than five words per line and no more than five lines per individual slide. Be sure not to insert too many figures and numbers in a PowerPoint display. A striking contrast in color between words, graphics and the background can be very effective in conveying both a message and emotion. Don't gum up the works with too many words and graphics. Periodically use examples, statistics, expert opinions, and anecdotes. 

3. Don't parrot PowerPoint
One of the most prevalent and damaging habits of PowerPoint users is to simply read the visual presentation to the audience. Not only is that redundant — short of using the clicker, why are you even there? — but it makes even the most visually appealing presentation boring to the bone. PowerPoint works best with spoken remarks that augment and discuss, rather than mimic, what's on the screen. 

4. Time your remarks
Another potential land mine is a speaker's comments that coincide precisely with the appearance of a fresh PowerPoint slide. That merely splits your audience's attention. A well-orchestrated PowerPoint program brings up a new slide, gives the audience a chance to read and digest it, then follows up with remarks that broaden and amplify what's on the screen. Never talk on top of your slides.

5. Give it a rest
Again, PowerPoint is most effective as a visual accompaniment to the spoken word. Experienced PowerPoint users aren't bashful about letting the screen go blank on occasion. Not only can that give your audience a visual break, it's also effective to focus attention on more verbally-focused give and take, such as a group discussion or question and answer session. 

6. Distribute handouts at the end of the presentation
Unless it is imperative that people follow a handout while you're presenting, wait until you're done to distribute them. As the presenter, you want to keep the audience’s attention on you rather than reading a summation of your remarks.
7. Edit ruthlessly before presenting 
Never lose the perspective of the audience. Once you're finished drafting your PowerPoint slides, assume you're just one of the folks listening to your remarks as you review them. If something is unappealing, distracting or confusing, edit ruthlessly. Chances are good your overall presentation will be the better for it. A large part of my preparation actually focuses on eliminating information not in support of my primary points (i.e. fluff). 

