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Presentation Purpose 
• Presentations give an overview / highlights of the most important and meaningful points 

rather than an entire picture. Research presentations at multidisciplinary conferences inform 
audience who probably won’t know a lot about your particular field. 

 

• To help pare down your research and identify key information, read your project report with 
answering the following question in mind:  What do I want the audience to know, believe or 
do when I have finished my presentation? 

 
 
 

Presentation Audience  
• Peers with multiple level of experience from different disciplines 

• Invited guests with particular expertise 

 
 
 
Presentation Content 
Intros typically introduce yourself, the purpose or main point of your study, its significance to 
real world problems and to the academic discipline, the terrain of study, identify a gap and 
explain how your work fills the gap.  They also usually start with an advance organizer (a.k.a. 
an overview slide) that announces the order of the rest of the presentation. 
 
You can liken the body of the presentation to an executive summary of your report. 
Executive summaries are typically only 10% the length of your full report.   Also, executive 
summaries usually accurately and concisely reflect the original document for a managerial 
audience, who is more interested in the bottom line (results, findings, conclusions, implications, 
recommendations) than methods.  Choose the most important, vivid, telling, and/or foundational 
points. 
 
Reserve the conclusion of your presentation for sharing far-reaching implications of your 
findings, proposing next steps to be taken and making recommendations for how others might 
extend your work.  

 
 
 
Speech Cohesion and Transition 
• Use advance organizers to map out the scope of your presentation. (EX: I’ll discuss the 

implications of the new RCRA regulations on the long-range waste-management system 
strategy in terms of three variables. First, I’ll discuss cost; second, timing; and finally, 
environmental benefit. I’ll also leave time at the end to take your questions.) 
 

• Use transition sentences to signal the move from one point to the next. (EX: It is clear, 
then, that the new policy saves money insofar as it introduces new, inexpensive technology 
and reduces management costs. I’d like to turn now to my second point—not only does the 
new policy save money, it also saves the organization valuable time.  
  

• Use summaries to end major sub-sections of your presentation. (EX: In sum, the new 
regulations save money, time and natural resources. These three benefits have far-reaching 
implications for waste-management in our city.) 
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Memorable Language 
• Audience involvement: Connect your audience (comprised of people from a broad range 

of disciplines) to the topic with explicit narrative statements—EX: “Picture yourself in the 
situation of the participants I studied.” OR “These findings have implications for air quality in 
your neighborhood.”  

 

• Avoid abstractions: Describe stats and other obtuse ideas in terms of objects and humans.  
EX: “We found the number needed to treat was 14.7, meaning that doctors would have to 
treat about 15 people in order to prevent the disease in 1 person.”   

 

 
 
 
Delivering the Presentation 
• Presentation Styles: There are different styles for delivering a presentation. 

 
Style Description Best for… Drawback 
Impromptu Delivered without 

advance notice  
The quintessential expert 
on a subject 

Nervous speakers blank; 
potential to forget 
important points 

Extemporaneous Planned and rehearsed; 
based upon notes or an 
outline, but you create 
sentences as you speak 

Confident, experienced 
speakers for whom it’s 
easy to make 
conversation on the fly 

A chance that the right 
words might not come 
when you need them 

Scripted Read a text written 
beforehand 

Planners who feel better 
with preparation 
beforehand and who 
don’t want to leave 
clarity and precision to 
chance 

Possibly sacrifices 
naturalness; potential 
you’ll forget eye contact 

Memorized Spoken without notes or 
a script; memorized from 
a script 

Those who want to plan 
and maintain a 
semblance of naturalness 

Chance that you’ll forget 
words; harder for really 
technical presentations 

 
• Practice!  Practice!  Practice! Rehearse your presentation as many times as possible. 

Devote individual takes for accomplishing different ends—one for timing, one for edits and 
notes, and one for the revisions. Practice helps you avoid looking back and reading from 
the slides themselves—a presentation no-no. Practice helps reign in many of the issues 
below. 

 

• Eye Contact: During the presentation, make eye contact with your audience, no matter your 
delivery style—impromptu, extemporaneous, scripted or memorized. Look out on the 
audience as much as possible as you speak. 

 

• Voice Quality: Watch aspects of vocalization—volume, speed, pitch (e.g., avoid monotone), 
and nonfluences (e.g., “like” “you know”, etc.)  When all else fails, pause.  

 

• Body Gestures: Usually, people make natural gestures when they talk. Many use their 
hands and arms to punctuate important points and point to key details of the visuals. Avoid 
nervous mannerisms—jiggling coins in your pocket, wiping your nose, etc. Practicing often 
and in front of others can help you notice and diminish any nervous mannerisms.  Remember 
not to stand in front of the projection and block the audience’s view of the screen.  

 

• Expertise: Remembering that you’re the expert (and you’re presenting to peers) can help 
calm nerves. 
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• Allot your time. Consider allotting the same amount of time to the intro and conclusion.  
Each major point might also take the same amount of time.  Also, some recommend giving 
more time to discuss each main point in the body than to the introduction or conclusion on its 
own. 

 
 
During the Q & A 
• Be honest: If you don’t know the answer, there’s nothing wrong with saying so.  (EX: “I’m 

not sure, but I think the answer is…”). Like Socrates said, smart people know that they don’t 
know everything. Answer it to the best of your knowledge (an educated guess) and welcome 
follow up or further discussion later.  

 

• Reframe their question: It also helps to regurgitate the question back to the questioner. 
That way, you can clarify in your mind how best to answer the question. It also encourages 
the audience member to provide more details about their question. And it demonstrates that 
you’re listening and respecting their point of view.  

 

• Ask for clarification: If you don’t understand the question, ask the person to clarify. And, 
afterwards, ask if your response answered their question. This way, you make sure you and 
the audience members are on the same terms. 

 

• Repeat the question: If you’re unsure everyone heard the question, restate it for everyone’s 
benefit.  Ask the questioner if you summarized their question accurately. 

 

• Refer back to the presentation: If someone asks a question you’ve already answered in 
the presentation, refer them back to that section by restating the point, reviewing the slide, 
and explaining how that point answers the person’s question. It also helps to refer back to the 
presentation in this way to answer most other questions, as well. 

 

 
 
Slides 
• Title slides usually include your presentation name, your name, your affiliation 

(department, school), event title and date. 
 

• Overview slides (optional) should announce the order of the rest of the presentation.  
 

• Context slides can begin each major part of your presentation so that your audience 
understands how the next section fits into the entire presentation. Slide titles also help 
contextualize slides; they should express concise, clear and complete ideas. 
 

• Clean slides: Limit the amount of text on a slide. Some commentators recommend no more 
than 7 words per line, and no more than 5 to 7 lines per slide. To save space on slides, 
consider making one well-developed point per slide. Also, compress sentences into brief 
phrases and lists.  
 
Perhaps the most common grammar error seen in slides is faulty parallelism in lists. Here is 
an example of incorrect parallelism and correct parallelism in a list. Another common 
problem is the use of a single subset in a list: 

 
Incorrect Parallelism    Correct Parallelism   Incorrect Single Item  
 
Purpose:     Purpose:    Purpose: 

• Perform analysis.   • Perform analysis.   • Perform analysis. 

• Creating usability questions.  • Create usability questions. 
• Carried out usability test.  • Carry out usability test. 
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• Visible Slides: In general, text should be 24-point type or larger for maximum screen 

visibility.  
 

• Legible Slides: San-serif fonts (such as Arial and Verdana) project more clearly on screen 
than do serif fonts (like Times and Palatino). 
 

• Simple Slides: Use clear, legible lines for drawings and diagrams: black on white provides 
the highest contrast. Avoid busy backgrounds; they can blur and obscure text. Clip art can 
distract from content. 

 

• Slide Headings: To help your audience understand each slide, write meaningful headings at 
the top of each slide. Headings should be written in short, informative phrases and should be 
displayed in large 30- to 40-point size. If information continues onto another slide, be sure to 
add a "cont'd" notation in the heading of subsequent slides. 

 

• Slide Footers: Footers can provide additional context for audiences. They also help you 
organize and annotate your slides by providing the date and name of the presentation, as well 
as the number of the slide.  Slide numbers make it easy for an audience member to ask a 
question about a particular slide. 

 

• Interesting Slides: Use information graphics—tables, figures, and content-specific photos 
or illustrations—to communicate your points. Some suggest including a graphic for every 
minute of the body of your presentation. Smith (1991) says you should show a graphic every 
30 seconds. Break complicated graphics down into smaller, simpler, more readable ones. 
Studies show that audiences retain much more from text and visuals than from text alone. 

 
 Audience retention after 
 3 hours 3 days 
Without graphics 70% 10% 
With graphics 85% 65% 

 
When incorporating graphics (tables and figures), be sure include informative titles, captions, 
labels, and source or credit lines. 

 
 
 
 
 
Other Advice and Rules of Thumb 
 
• Six (6) typed double-spaced pages of typing with a 1-inch margin equals about 12 minutes of 

speaking time. 
 

• People usually speak at a rate of about 2 to 3 minutes per slide.  
 

• Experts recommend devoting 20 to 60 minutes of preparation for each minute of your 
presentation.  

 

• Everyone makes mistakes, but mistakes are particularly embarrassing when they are 10 
inches tall on a screen. Use your software program's grammar and spell checkers, but 
remember that automated checkers don't locate every error. Always edit and proofread 
your presentation slides. 
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From Cliff Atkinson’s Beyond Bullet Points 
<http://www.sociablemedia.com/resources_articles.php4> 
 
On Slide Clutter:  
 
“It is conventional wisdom to put no more than five lines of text on a slide, with no more than six 
words per line. But that convention is no longer wise in the light of research that shows that 
putting so much text on a slide is a recipe for information overload… 
 
Do your slides contain only words? Show some pictures. 
Do your slides contain words that you also speak? Stop being redundant. 
Do your slides contain things you don’t explain? Get rid of them. 
Do you pause for a long time on a single slide? Break it up into smaller pieces. 
Do you have lots of information on a slide? Keep it simple… 
 
A solution? Reduce visual overload by moving text off-screen, and shift processing to the auditory 
channel by narrating the content instead. A practical solution in PowerPoint is to design a “slide” 
in the Notes Page view, placing written explanation in the off-screen Notes section below, and 
using the on-screen area above for an illustration and a few descriptive words. This solution offers 
a better projected media experience, plus more comprehensive handouts when the PowerPoint is 
printed in Notes Page format. More work for you? Yes. A better learning experience for your 
audience? Yes. The reality is that we have to work harder to make PowerPoint easier for people to 
understand.” 
 
 
On Bullet Points: 
 
“Bullet points can do many things, but they do not cohere information. In fact, they do the 
opposite--they fragment understanding into little pieces. Break any topic into a title, sub-
headings and bullet points, and you're de-communicating, because you're not helping to bring a 
single idea together… 
 
So how do you begin to spin bullet points into effective PowerPoint images? The next time you 
find yourself facing a title and bullet points, apply this ‘1 + 5 = 1’ exercise. Take a sheet of paper in 
landscape format, and draw a line down the center. On the left side, write your 1 heading and 5 
bullet points.” 
 
On Content: 
 
“As you create your presentation, don't overdose your audience with too much information 
presented too soon. You're an expert in your domain, but your audience is not, so pace the 
information in steps.”  
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Resources 
 
Markel (2007). Technical Communication. Boston: Bedford St. Martin.  
 
Bedford St. Martin’s Tutorial: Preparing Presentation Slides 
<http://bcs.bedfordstmartins.com/techcomm/content/cat_030/preparingpresentationslides/1_
home.html> 
 
Microsoft’s “12 Tips for Creating Better Presentations” 
<http://www.microsoft.com/atwork/getworkdone/presentations.mspx> 
 
Rutgers Business and Technical Writing Program’s Graphic Aids. 
<http://bizntech.rutgers.edu/teacher_resources/things_that_work/graphic_aids.html> 
 
University of Wisconsin-Madison’s Presentation Tips 
<http://www2.fpm.wisc.edu/support/PresentationTips.htm> 
 
Tufte’s Presentation Tips 
<http://www.cgl.uwaterloo.ca/~csk/presentations.html> 
 
Campbell’s PowerPoint and Presentation Tips 
<http://particletree.com/notebook/powerpoint-and-presentation-tips/> 
< http://www.sociablemedia.com> 
 
For more resources and info, contact Aimee Kendall Roundtree at 713-222-5315 or 
roundtreea@uhd.edu.  
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Sample Oral Presentation Evaluation Form 
 
Speaker: 
Topic: 
Date: 
 
To the left of each of the following statements, write a number from 1 to 5, with 5 signifying strong 
agreement and 1 signifying strong disagreement. 
 
Organization and Development 
( )  1. In the introduction, the speaker tried to relate the topic to the audience’s concerns. 
( )  2. In the introduction, the speaker explained the main points he or she wanted to make in the 

presentation. 
( )  3. In the introduction, the speaker explained the organization of the presentation. 
( )  4. Throughout the presentation, I found it easy to understand the organization of the 

presentation. 
( )  5. Throughout the presentation, the speaker used appropriate and sufficient evidence to 

clarify the subject. 
( )  6. In the conclusion, the speaker summarized the main points effectively. 
( )  7. In the conclusion, the speaker thanked the audience for their courtesy in listening. 
( )  8. In the conclusion, the speaker invited questions politely. 
( )  9. In the conclusion, the speaker answered questions effectively. 
(  ) 10. The speaker stayed within the stipulation time requirements. 
 
Verbal and Physical Presence 
( )  11. The speaker used interesting, clear language to get the points across. 
( )  12. The speaker used clear and distinct enunciation. 
( )  13. The speaker seemed relaxed and poised. 
( )  14. The speaker exhibited no distracting vocal mannerisms. 
( )  15. The speaker exhibited no distracting physical mannerisms. 
( )  16. The speaker made eye contact throughout the presentation. 
( )  17. The speaker seemed to be enthusiastic throughout the presentation. 
 
Use of Graphics 
( )  18. The speaker used presentation graphics effectively to reinforce and explain the main 

points. 
( )  19. The speaker used presentation graphics effectively to highlight the organization of the 

presentation. 
( )  20. The presentation graphics were easy to see. 
( )  21. The presentation graphics were easy to understand. 
( )  22. The presentation graphics looked correct and professional. 
( )  23. The speaker used appropriate kinds of content graphics such as tables and illustrations. 
 
For Group Presentations 
( )  24. The group seemed well rehearsed. 
( )  25. The graphics were edited so that they looked consistent from one group member to the 

next. 
( )  26. The transitions from one group member to the next were smooth. 
( )  27. Each group member seemed to have done an equal amount of work in preparing and 

delivering the presentation. 
 
On the other side of this sheet, answer the following two questions. 
28. What did you particularly like about this presentation? 
29. What would you have done differently if you had been the speaker? 


