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Every week in your career, perhaps even every day, you listen to presenters giving you 
diverse information ranging from status reports to policy changes. The majority of 
workplace presentations fall into this category. You will occasionally come across 
individuals who are very competent in delivering effective presentations. The 
audience leaves their presentation with a clear understanding of the message, the 
desired end result, and key points that they need to remember.  
 
On the other hand, you may frequently attend presentations that are disorganized, 
hard to follow, and the audience leaves with only a vague idea of the point of the 
presentation. In this session, you will learn a step-by-step approach to develop 
impactful presentations to ensure that your message is clear, your audience stays 
engaged, and you cover all the relevant points you wish to make. 
 
 
The workshop will cover the following topics: 
  

• Understand important attributes of an effective presenter 

• Learn the foundational structure of all presentations 

• Apply tools to analyze the audience and customize delivery of  presentations tailored     

to  your audience’s needs 

• Plan for informational and persuasive presentations 
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Effective Presentations Skills 



Triangle of Success for Presentations 

2 



Presentation Assessment 

Recent Presentation 
 

Did I. …  

 

 (1 low to 5 high) 

                                                                   1      2    3    4    5 

Know my topic so well that I “owned” it?                

Have a positive feeling about my topic?            

Project the value of my message?                      

Clearly understand the purpose of my presentation?            

Keep my notes limited?            

Use visual aids effectively?            

Project confidence?            

Stay true to myself/authentic?            

Focus on my visual impression as well as my content?            

Use a friendly tone of voice?            

Rehearse the presentation?            

Connect with my listeners?            

Play myself down, not up?            

Recall and use names of my listeners?            

Know the level of knowledge/expertise of my listeners?            

Take into account biases about this topic?            

Talk in terms of my listeners’ interests?            

Entertain with examples, showmanship, etc?            

Make my ideas clear and concise?            

Finish on time, neither significantly early or late?            
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Attitude Control Principles 

BEFORE 

Keep in mind that you are not alone.  Most people  

have some presentation anxiety. 

Remember that people who don’t feel some stress may appear 

to be taking their audience for granted.   

Replace negative thoughts that creep into your subconscious mind  

with positive affirmations, from yourself and others.   

Don’t procrastinate in preparation.   

Have a clear idea of how you will open and close your presentation. 

Learn as much as you can about your topic and your audience. 

DURING 

Remember that we usually look and sound better than we think we do.   

Be human and allow yourself to make mistakes. 

Don’t try to be the perfect presenter. 

A brief pause to collect your thoughts may feel like eternity, but it’s not. 

Tell stories from your personal experiences. 

Have a conversation with people rather than  

delivering a presentation to an audience. 

AFTER 

Accept and internalize compliments you receive. 

Ask for feedback.  You will be surprised how much will be positive. 

Remind yourself about what went well rather than what didn’t. 

Focus on one or two key improvement areas for next time.  Not ten or twenty. 
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___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 
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___________________________________________________________________________ 
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___________________________________________________________________________ 
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___________________________________________________________________________ 

___________________________________________________________________________ 
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___________________________________________________________________________ 

Notes 
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Fundamentals Guidelines 

1. Know your material so well that you 
feel you own it. 

2. Have a positive feeling about the subject 
you are about to present. 

3. Project the value and significance of 
your message to your audience. 

1. Make brief notes of the interesting things 
you want to mention (consider 3x5 cards or 
“stacking” technique). 

2. Unless absolutely necessary (for legal 
reasons, etc.), don’t write out your talks. 

3. Never memorize a talk word-for-word. 

4. Use evidence to substantiate your points. 

5. Know far more about your subject than you 
can use. 

6. Rehearse your presentation by conversing 
with your friends. 

7. Use visual aids when appropriate. 

8. Control “butterflies” via: 

       •  A few deep breaths 

       •  Pep talks and “success cards” 

       •  Physical activity 

9.    Don’t imitate others; be yourself! 

Building Rapport 

1. Consider yourself honored by being 
asked to address an audience – and 
say so! 

2. Give your listeners sincere 
appreciation. 

3. Mention the names of some listeners. 

4. Play yourself down – not up! 

5. Say “we” – not “you.” 

6. Don’t talk with “a scowling face” or “an 
upbraiding voice.” 

7. Talk in terms of your listeners’ 
interests. 

8. Have a good time delivering your talks. 

9. Don’t apologize. 

10. Appeal to the nobler emotions of your 
audience. 

11. Welcome criticism – instead of 
resenting it. 

12. Be “a person skilled in speaking.” 
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Know Your Audience/Purpose 

 

Why it’s important to know your audience: 

1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________ 

4. ______________________________________________________________________ 

5. ______________________________________________________________________ 

 

Some of the pitfalls of not knowing your audience include: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

Proper planning prevents poor performance. 



Elements to Consider 
 

Who is My Audience? 

It is as difficult to satisfy the unknown expectations of an audience as it is to hit an 
unseen target.  It can be done, but it is a chancy way to seek success.  Part of the 
process of preparation is the research that gathers the following information about 
the audience. 

Knowledge 

The most obvious consideration about the knowledge level of the audience that 
concerns most presenters is: “ Is the audience better informed than I am?”  This is 
probably the less serious of the presenter’s concerns because the concern itself will 
stimulate adequate preparation.  Therefore, the greater problem is the danger of 
assuming the knowledge level of the audience.  Never face an audience unprepared, 
but also never fall into the trap of assuming listeners’ ignorance and talking down to 
the audience. 

Expertise 

The skill level of the audience is also important because that may determine the 
position on the issue that you want to take. 

Experience 

This consideration is not only how much experience the audience has, but at what 
level and in what environment.  Experience in a laboratory is significantly different 
than experience in the field. 

Prejudice 

If you can identify the prejudices of the audience, you can ascertain where they are 
coming from and some of the pitfalls you will need to avoid. 

Needs 

In order to send the listeners home with a sense of satisfaction and joy that they 
attended your presentation, it is wise to address their needs.  Theory is important 
when building evidence but eventually you must “get the hay down from the loft so the 
horses can eat it.” 
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Wants 

Similar to needs are the audience’s wants.  Wants and needs are not always the same, 
and if you only address needs, it is difficult to satisfy an audience and move them to 
action. 

Goals 

Determine the goals of your audience and keep them in mind as you plan your 
presentation. 
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Audience Analysis:  Knowledge Influences 
 

 

 

 

 

 

 

 

 

 

 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

Culture Education 

Expertise Experiences Biases 

Goals 

Problems / 

Positive 

Issues 
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Executive: 

___________________________________________________________________________ 

Technical: 

___________________________________________________________________________ 

Financial: 

___________________________________________________________________________ 

User: 

___________________________________________________________________________ 

Champion: 

___________________________________________________________________________ 

 

Audience Analysis:  Functional Influences 
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Executive 

Champion 

User 

Financial 

Technical 
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___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Audience Analysis:  Attitude Influences 



Evidence DEFEATS Doubt 

Demonstrations: 

___________________________________________________________________________ 

Examples: 

___________________________________________________________________________ 

Facts: 

___________________________________________________________________________ 

Exhibits: 

__________________________________________________________________________ 

Analogies: 

___________________________________________________________________________ 

Testimonials: 

___________________________________________________________________________ 

Statistics: 

___________________________________________________________________________ 

Learning Styles and Evidence 
 
People have different learning styles, and will be more engaged if we appeal to the right 
styles and use the right forms of evidence to make our ideas clear.  It is difficult to accurately 
judge learning styles, and most people capture ideas and information using multiple styles.  
So, it is important for presenters to be able to appeal to a wide variety of people and use 
creativity in appealing to the three major styles.  Using a variety of forms of evidence 
appeals to the different styles. 
 
Visual:         Auditory:                                  Kinesthetic: 

________________     ________________   ________________   

________________    ________________   ________________ 

________________     ________________   ________________   

________________     ________________   ________________ 
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Four Basic Purposes 
 

What Is My Purpose? 

There are only a few purposes for a presentation. The most accepted ones are as 
follows: 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

Convince/Influence/Persuade 

The purpose of many presentations is simply to get the audience to do something.  The 
challenge is to persuade the audience to make a decision or to take action. 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

Inform 

Another logical purpose is to present information for the benefit and enlightenment of 
your audience.  This format focuses on clarity and understanding. 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

Motivate/Inspire Others To Take Action 

When an audience needs to change their opinion or take an unpopular action, the 
purpose of the presentation is to motivate.  The motivation purpose usually goes hand 
in hand with that of convincing. 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

Entertain 

In one sense, every presentation should entertain.  For the audience to be in a 
favorable frame of mind and open to being convinced, enlightened or motivated, they 
need to be entertained.  Entertainment is not necessarily based on humor, although 
that can be a big part of it.  In the broadest sense, to entertain an audience is to send 
the listeners home with a sense of satisfaction and joy that they attended your 
presentation. 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 
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Basic Presentation Structure 

Opening – Begin in a friendly way to gain favorable attention. 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Message – Ensure the main part of the presentation has a clear message.  Use evidence 
as appropriate to add credibility. 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

Closing – Leave a lasting favorable impression of both the message and ourselves. 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

 

Create Impact 
 
 

 

 

 

______________   ______________   ______________   ______________ 

______________   ______________   ______________   ______________ 

______________   ______________   ______________   ______________ 

______________   ______________   ______________   ______________ 
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Image +  Structure + Content + Delivery = Impact 



Basic Structure 

Opening 

Favorably attract immediate interest from the audience. 

Message 

Clearly state your message. 

Evidence 

Establish credibility and inspire respect and  

confidence by using convincing evidence. 

Closing 

Leave the audience with a favorable and memorable 

impression. 
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Opening a Presentation 
 

Most airplane difficulties occur at two critical points, take-off and landing.  The same is 
often true of presentations.  A strong opening will create additional confidence, and an 
opportunity to make an immediate positive first impression. 

 

Key Points 

•  Get favorable attention quickly 

•  Lead naturally into your presentation 

•  Build goodwill 

•  Create points of agreement 

 

Techniques 

•  Use an exhibit 

•  Dramatize your ideas 

•  Get participation 

•  Cite points of agreement or common ground 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

Avoid the apology.  “How often have we all heard speakers 
begin by calling the attention of the audience to their lack of 

preparation or lack of ability?  If you are not prepared, the 
audience will probably discover it without your assistance.” 

- Dale Carnegie 
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Options Examples Notes 

Analogy “I remember first learning how to drive a 

car.  I thought it was going to be very 

simple, but discovered how complicated it 

is.  Learning to master the skills of driving 

a car is very similar to launching our 

strategic initiative of …” 

 

Startle “Look around the room.  One in three of 

you will likely be out of business this time 

next year if you don’t change two simple 

things you are doing right now.” 

 

Good news “Yesterday we closed out the books for the 

past fiscal year.  Great news!  We hit all 

our financial targets.  Everyone in this 

room is getting a bonus!” 

 

Gain 

information 
“Let’s take a quick poll.  How many of 

you have been involved with our Service 

with a Smile training program so far this 

year?” 

 

Get 

participation 
“In a moment, would each person in the 

room please use one word (or sentence) to 

describe your reaction to our topic for 

today.  For example, my word is excited.” 

 

Create 

agreement 

on a need or 

interest 

“If there were a way that you could 

increase your billable time while, at the 

same time, increase your client retention, 

you would probably want to know about 

it, right?” 

 

Openings  
1
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Options Examples Notes 

Personal 

experience 
“My wife and I were driving home 

through a bad storm, late at night.  

Suddenly, a car coming from the other 

direction lost control and veered into the 

grass median.  It was swerving, bouncing, 

and curving, right toward us!  We barely 

missed each other, but there was a severe 

collision right behind us.  I felt numb and 

lucky to be alive.  But my wife took 

action.  We backed up to the accident and 

she immediately went to help.  Other cars 

were slamming on brakes and steering 

around the wreckage.  She was a hero.  

The lesson I learned relates to why we are 

together today.” 

 

Third party “Just last week I went into the office of 

our Chief Financial Officer and he had a 

big smile on his face.  I asked him what in 

the world could make him so happy and he 

began to tell me this story.” 

 

Historical “In 49 B.C., Julius Caesar was 

approaching Rome with the Roman legion 

and stopped at the Rubicon river, the point 

of no return.  Advancing across the river 

would create inevitable civil conflict.  

Caesar reportedly said, ‘The die is cast,’ 

and marched forward to ultimately 

become the undisputed master of the 

Roman Empire.  We are facing a similar 

turning point …” 

 

Openings (continued) 
3

.  
In
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d
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t 
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Options Examples Notes 

Listeners “You probably don’t realize the value that 

you create for people and organizations.  

You manage craftsmen who actually create 

value with their hands, tools, and skills.  

There is an art to your business that is 

disappearing.  I hope you take pride in 

what you do, and the impact you create.” 

 

 

 

Organization “Most people in this room are probably 

unaware that our organization was the first 

in the world to …” 

 

 

 

 

 

 

Individual “I know that one person in this room has 

earned your great respect.  Four years ago, 

she showed fortitude and vision in creating 

and launching a tremendously successful 

new product line.  We are all enjoying the 

benefits of her determination.  One thing 

you might not know about her is …” 

 

 

 

 

 

Openings (continued)  
4
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The Message 
 

Once the opening has captured the attention of the audience, it is necessary to 
establish the theme or message of the presentation.  As in a fine symphony where the 
composer reveals the theme and then proceeds to create variations on it, the speaker 
presents the message and then proceeds to develop it with facts, information, and 
evidence. 

The opening is designed to get the attention of the audience.  The message statement 
focuses attention on the subject.  It can be a statement of intent, such as:  “We are now 
going to examine the pros and cons of the new budget process.”  It can be a question 
such as:  “What are the steps necessary to achieve ISO 9001 Certification by December 
15 of next year?”  Sometimes the message statement is presented as a proposal of logic 
such as, “If … is true, then … is also true, and … is the natural result.”  The message 
statement guides the development of the presentation and keeps it from straying away 
from the purpose or objective. 

Beware of the funny story.  “For some lamentable reason; the 
novice feels that he ought to ‘lighten up’ his talk by telling a 

joke; he assumes that the mantel of Mark Twain has descended 
on his shoulders.  Do not fall into this trap.” 

- Dale Carnegie 
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Closing a Presentation 
 

The opening of a presentation should create a positive first impression.  The closing 
should provide a lasting final impact. 

 

Key Points 

•  Leave a positive lasting impression 

•  Persuade with logic 

•  Inspire with emotion 

•  Be brief 

•  Build to a crescendo so that your last words have impact 

 

Techniques 

•  Tie back to your opening or the theme of your message 

•  Speak on a personal level 

•  Dramatize ideas 

•  Use a visual that has great impact 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
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Options Examples Notes 

Repeat 

major 

benefit 

“So, make these two simple changes and 

you can be thriving in business, two 

years from now, ten years, twenty years.  

First …” 

 
 
 
 

Use a 

quotation 
“Never give in, never give in, never, 

never, never, never … in nothing, great 

or small, large or petty – never give in 

except to convictions of honour and good 

sense.” 

-Winston Churchill 

 

 
 

Repeat your 

key points (s) 
“Finally, remember the three most 

important words in real estate; location, 

location, location.” 

 

 

 

 

 

Recap the 

steps of a 

process or 

plan 

“Let’s remember to follow these simple 

steps to assure consistency and save time 

for everyone.  Step one is …” 

 

 

 

 

 

Closings 
1

.  
P

u
rp

o
se

:  
T

o
 C

o
n

v
in

ce
 o

r 
Im

p
re

ss
 

2
.  

P
u

rp
o

se
:  

T
o

 I
n

fo
rm

 

23 



Options Examples Notes 

Action and 

benefit 
“Contact a customer today and ask 

why they like doing business with us 

and you will create champions who 

will help increase your sales.” 

 
 
 
 

Final 

recommendation 
“In conclusion, we recommend the 

third option discussed, which will 

have the greatest impact on our 

customers.” 

 

 

 
 

Throw down a 

challenge 
“Let’s cross this Rubicon together.  

We can do this.  We should do this … 

for the sake of the colleagues who 

will follow in our footsteps.” 

 

 

 

 

 

Appeal to nobler 

motives 
“Let’s create a greener planet for our 

children and grandchildren.” 

 

 

 

 

 

Closings (continued) 
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Your Presentation 

 

• Opening: 

 _____________________________________________________________________________________________
_____________________________________________________________________________________________ 

 _____________________________________________________________________________________________
_____________________________________________________________________________________________ 

 

• Content: 

 ___________________________________________________________________________________
___________________________________________________________________________________ 

 ___________________________________________________________________________________
___________________________________________________________________________________ 

 ___________________________________________________________________________________
___________________________________________________________________________________ 

 

• Closing: 

 Advice   
___________________________________________________________________________________
___________________________________________________________________________________ 

 Benefit  
___________________________________________________________________________________
___________________________________________________________________________________ 
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Notes 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 
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Question & Answer 
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Question & Answer Period 
Often a question-and-answer period following a presentation can be 
advantageous and necessary. 
 

Some of the benefits of a question-and-answer period are as follows: 

•  Clarifies the message 

•  Reinforces the key points 

•  Gets resistance out in the open 

•  Offers opportunities to add more evidence and examples 

•  Encourages audience interaction 

However, question-and-answer periods present a unique set of challenges and 
risks, such as the following: 

•  Some questions are difficult to answer 
•  One audience member may dominate the discussion 
•  Time constraints may be hard to enforce 
•  Some audiences are non-responsive 
•  Some audiences are hostile 
 

“The most immutable barrier in nature is 
between one man’s thoughts and another’s.” 

- William James 



Setting Time Limits 
 

How can we effectively conduct a short question and answer period? 

Communicate clearly in the beginning as to how much time will be allotted to the 
question -and-answer period.  This helps keep the questions and answers short and to 
the point. 

The rule of thumb is to keep answers short.  On occasion, it is advantageous to take the 
liberty of a longer answer, particularly if there was not enough time to develop that 
point in the presentation.  The short answer also allows for more questions. 

Be sure someone from the audience does not use the questioning privilege to make a 
speech.  If that begins to happen, gracefully force the person to ask a question.  It is 
also important not to let any one person dominate the questioning period.  It is our 
responsibility to remain in control. 

If we do not know the answer to a specific question, say so.  Honesty gains respect. 

 

Opening the Question & Answer Period 
 

How do we open question-and-answer periods? 

Applause generally follows immediately after a presentation; then it is simply a matter 
of saying, “We have _______ minutes for questions.  Who has the first question?”  Our 
request says that we expect questions, and now is the time for the first one. 

An expectant look on our face and raising our hand shows the audience what to do 
next. 

Look at the person asking the question, focus, and demonstrate good listening skills.  
Maintain a pleasant facial expression and welcome the question.  Once we have heard 
and understood the question, turn to the rest of the audience, and paraphrase the 
question.  By paraphrasing, we gain some time to gather our thoughts and make sure 
everyone else has heard the question.  Probably most important, however, is that we 
remain in control and make it “our” question.  Restatement of the question also gives 
us an opportunity to take the “sting” or the “barb” out of the question, if that was the 
intention of a hostile member from the audience. 
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When No One Has a Question 
 

What can we do when no one asks a question? 

Sometimes after a presenter asks for questions, the audience does not respond.  Most 
often this simply means that our listeners are unsure of how “safe” it is to ask 
questions.  Asking a question of ourselves will stimulate the audience.  For instance, 
we could say:  “A question often asked is …” and then answer the question.  Then ask, 
“Who has the next question?”  This usually sets the stage for further questions.  Don’t 
be overly afraid of a few seconds of silence.  The audience wants to fill that silence as 
much as we do.  If, however, the audience still remains silent, ask another question and 
answer it.  Twice  is enough.  Thank the audience for their attention, or repeat the 
closing of our formal presentation. 

 

Closing the Question & Answer Period 
 

How do we close a question-and-answer period? 

When we know our time is about to run out, ask, “Who has the final question?”  This 
signals to the audience that answering questions is about to come to an end.  When we 
have answered the final question, gracefully thank the audience for their interest, or if 
appropriate, repeat the closing of the formal presentation. 
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Question & Answer Basic Format 

 
Set time limits. 
 

“We have 10 minutes for questions …” 

 
Invite the first person who has a 
question. 
 

“Who has the first question?” 

 
Listen. 
 

Look.  Listen.  Focus. 

 
Repeat or paraphrase. 
 

“The question was …” 
(Spoken to the audience.) 

 
Respond. 
 

Answer. 
(Speak to the entire audience.) 

 
Invite additional questions. 
 

“Who has the next question?” 

 
If no one has questions … 
 

State and answer your own question.  “A 
question I’m often asked is …” 

 
Invite final question. 
 

“We have time for one final question; 
who has the final question?” 

 
Restate the close. 
 

“So, in summary …” 



Tips:  Using Flip Charts, White Boards, and Exhibits 
 

1. Prepare some flip charts before the event. 

2. Write notes in light pencil on the flip charts to remind you of key points. 

3. Put a fold or post-it on these pages if you want to find them easily. 

4. Create professional wall charts for concepts referenced frequently. 

5. When capturing audience contributions, paraphrase into 1-2 key words. 

6. Write a bit more slowly so that your writing is clear and legible. 

7. Ask volunteers to write ideas on the board while you facilitate. 

8. Don’t reveal concepts until you are ready to discuss them. 

9. Turn to an empty page when you are done with a topic. 

10. Be accurate with spelling.  Have participants correct you if needed. 

11. Use a white board for most writing.  Use flip charts for concepts you will refer to 
later. 

12. Be careful to use dry-erase markers only for white boards.  Check carefully. 

13. Use different colors to clarify key points - black, green, and blue.  Avoid the color 
red. 

14. When using exhibits, talk to the audience instead of looking at the exhibit. 

15. Display exhibits only when you are ready to use them, hold them so that people 
can see, and put them away when you are done. 
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Tips on PowerPoint 

 

Design 

1. Follow the 6 x 6 rule:  six words per line, six lines per visual. 

2. Follow the 10-Second rule:  people should be able to understand a visual in ten 
seconds. 

3. Use large font:  44 for titles, 32 for text, use Arial or Times New Roman. 

4. Use graphics and photos, not just text. 

5. Keep transitions simple and consistent. 
    Use builds (animation) to reveal information as needed. 
 
 

Delivery 

1. Never read word-for-word from the screen.  Know your material so well that you 
don’t have to read it  Paraphrase instead of reading out loud. 

2. Keep eye contact with the audience.  Don’t turn your back to the audience to look at 
the screen.  Use your computer monitor or printed copy of the visuals as a reference if 
needed. 

3. Turn off the projector or show a black slide when you are not using it. 

4. Retain the power position, at the front center of the room. 

5. Check the room for lines of sight, turn off or disable some lights. 

6. Be ready to conduct your event even if the power fails. 
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Remember: you are the presentation. Don’t let 
PowerPoint become the presentation. 



Tips for Presenting 
 

1. Be conversational. 

2. Avoid jargon and words that may be unfamiliar to the audience.  Translate language 
into their world. 

3. Maintain eye contact with the participants, including those seated beyond the first 
few rows. 

4. Be aware of your “default” facial expression.  When you are thinking, do you have a 
tendency to frown, look up, or look away? 

5. Studies have shown that people want to see the palms of our hands during 
presentations.  Hands held behind the back or in the fig leaf position may detract from 
the message or send a conflicting message. 

6. Use your full range of tools in delivery; vocal variety, facial expressions, expressive 
gestures, and purposeful movement. 

7. Project your voice in a strong and clear tone, conversational and appropriate for the 
size of the room and seating arrangement. 

8. Avoid speaking in a monotone.  Vocal variety can be accomplished by raising and 
lowering pitch and adjusting the rate of speech. 

9. Link gestures and words for congruency.  If you say an object is large, demonstrate 
through gestures just how large.  If you say you are excited, your facial expression and 
eyes should convey the same excitement. 

10. When giving directions (like small group discussion or practice), give clear and 
brief instructions before moving people into action. 

11. Avoid pacing.  Make your movement purposeful. 

12. Don’t get trapped behind a lectern. 

13. Have water available. 

14. Use voice projection (wireless microphone) when appropriate. 

15. Dress slightly above the level of the audience. 

16. Visit the room the day before you deliver. 
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Don’t be a presenter.  Be what Quintillan called “a 
person skilled in speaking”. 



Preparation 

Purpose: __________________________________________________________________________________ 

Key stakeholders: ________________________________________________________________________ 

Research Sources: ________________________________________________________________________ 

Audience Analysis: _______________________________________________________________________ 

Outline 

Openings & Introductions:  
_________________________________________________________________________________________ 

Key Point #1 

Evidence:  _________________________________________________________________________________ 

Key Point #2 

Evidence:  _________________________________________________________________________________ 

Bridge to next presenter 

Anticipated Questions and Responses 

Question  Responder               Notes 

______________________        ______________________     ______________________    

 Closing:  ___________________________________________________________________________________ 

 

 

 

 

 

Presentation Planning Template 
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Audience:  ____________________________________   Topic: ___________________________________ 

Contact Info:  _________________________________   Location:  ______________________________ 

Date:  __________________________________________  Start/Finish time:  ____________________ 

Size of Audience:  ______________________________ Q & A:  ________________________________ 

Introducer:  ____________________________________  Dress Code:  _________________________ 

Visual Support:  ________________________________ Sound Support:  _____________________ 

Other Presenters:  ______________________________________________________________________ 



Structure of a Persuasive Presentation 

 

Sometimes people are unclear about the point of a persuasive presentation.  Speakers 
give too much detail or present their points in an illogical and disorganized way.  The 
following structure gives persuasive presentations clarity, and leaves no doubt as to 
the action we want our listeners to take and the benefit to them for taking that action.  
This is the structure for delivering a persuasive presentation.  Building a presentation 
usually starts with the actions we want from our listeners.  Everything else should 
follow from those actions. 

 

Notes: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

1. OPENING INCIDENT 

2. EVIDENCE 

3. ACTION 

4. BENEFIT 

“Persuasion is often more effectual than force.” 

Aesop (620-560 BC) 
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PRESENTATION 

Motivating Others to Action 
 

Topic 

Motivate others to action by appealing to them logically and emotionally 

Objectives 

•  Present in a results-oriented way 

•  Persuade an audience to take action 

•  Offer reliable, verifiable evidence 

•  Be motivational, clear and concise 

•  Communicate in a convincing manner 

Context 

The purpose of most business presentations is to get action of some kind – a 
commitment to implement a project from a customer, a clear next step in the midst of 
a long project, a decision to form a project team, a team decision to change direction – 
all examples of common presentation outcomes.  Even presentations, which seem to 
be simple “updates” call for some decision or action from someone. 

Often, we do not get results from our communication because we do not present using 
the best format.  In this presentation to get action, we begin in a way that creates and 
holds the interest of our audience and end in a way that is clear and motivational. 
In preparing this communication, we will begin with the end in mind – the action we 
want our listeners to take – and work back from that point.  Then, when we present, 
we begin with an example/incident, which gets attention and prepares the way for the 
desired action.  By vividly reconstructing an incident, we can make it the basis of  
influencing the conduct of others.  It will be the  
evidence that convinces the audience to act.  In  
communicating the example, we must recreate a  
segment of our experience in such a way that it  
tends to have the same effect on our listeners as  
it originally had on us.  This places upon us the  
obligation to clarify, intensify, and dramatize our  
experiences in a way that will make them  
interesting and compelling to our listeners. 

Finally the way we end the presentation has been proven to be one of the best ways to 
motivate listeners to act.  We will see that ending with the benefits – from the 
audience’s point of view – yields favorable results. 
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Presentation Planning Sheet 

Guidelines 

• Identify the action the audience is to take 

• Determine how this action will benefit them 

• Write out key points of the message 

• Select evidence to substantiate the key points 

• Use convincing language 

Preparation 

Describe the audience and purpose of the presentation: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

 

“Let thy speech be short, comprehending much in a few words.” 

 - William Shakespeare 
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The Magic Formula 

Magic Formula 

One of the most effective ways to move an audience is not by chance, but rather by 
“magic.”  Dale Carnegie’s time-tested Magic Formula provides the structure to 
capture attention, build credibility, eliminate nervousness, call others to action, and 
increase the likelihood that we, as the speaker, will get results. 

 

Incident •  Relive a vivid, personal experience relevant to the point. 

+ Action •  Call upon the audience to take a single, specific action. 

+ Benefit •  Clearly emphasize the benefit to each listener in taking the 

=Magic Formula       recommended action. 

 

Time 

 

 

 

Keys to an Effective Magic Formula 

•  Establish who, what, when, where, why 

•  Include animation and vocal variety 

•  Narrow the Action and broaden the Benefit 

 

Incident 90% Action 5% 
Benefit 

5% 

“The speaker’s character is one of his most effective agents of persuasion.” 

 - Aristotle 
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Outline 

Opening: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

Evidence: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

Suggested action to take: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 

Benefit the audience can expect: 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________

____________________________________________________________________________________________________ 
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Summary-Note To Self 

The two most useful ideas I gained: 

1.  _____________________________________________________________ 

2.  _____________________________________________________________ 

Application opportunities: 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

Specific actions I will take: 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

Personal/Team/Organizational impact: 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 



___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

Notes 
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