Presenting Research or Talking to Groups

As you prepare for your research presentation or group talks, please think about the following recommendations:

1.  Your talk must be research, not a summary of articles or resources you have collected.

2.  Slides or overheads or computer presentation is desirable or use some audio-visual assists

3.  When using slides, etc. observe the following rules: max of 5 words per line, max of 5 lines per slide, and at least 18 pica font with bold letters in new times roman font

4.  Make the color scheme revolve around 2-3 colors max

5.  Background colors of slides should be very dark and print very light

6.  Using animation has its only value when you do not want to show a whole list of things at once

7.  If you use overheads not on a slide or computer slide, make sure that it is clear, large enough to see from the back of the room, and if color is essential to the interpretation, do not use it (color does not show up on black and white!)

8.  Do not read from notes but speak extemporaneously from slides - they will contain an outline that is strewn with keywords to refresh your memory about what you want to say, yet is not so much for the audience to read at the same time you are talking

9.  DO NOT READ word for word from a slide - use key words and complete the sentences when you talk

10.  If you want to say something a certain way, use key words on a note card but practice it enough times so that you do not need notes

11.  Practice the speech so that it contains enough material to last for 12-15 minutes maximum - if you speak extemporaneously, then you can easily adjust

12.  The specific content should not drive the speech, but rather getting a message across by way of voice, inflection, body language, and easy conversation - you can never say everything you know, but you can give the essence of important thoughts and hope that the audience has some questions to bring out much of the rest

13.  Talk with staff and others early in the process so that you can get the full breadth of the area from other experienced opinions

14.  Practice your talk in front of staff and others (but especially staff) to fine tune

15.  You must plan ahead for practice with the AV equipment and to see how the room will be used and the visibility of your AV aids.  You must do this at least during the week before the talk to give you time to adjust.

16.  Get your specific titles worded so that they are interesting and engender interest - talk over the title with staff to get something succinct

17.  Make the outline helpful to the audience - if you have done your talk on PowerPoint, you will automatically have an outline

