A2 Advanced English (Summer Semester 2005/2006 – Presentation Guidelines (AHC)


There are two parts to the presentation: The PowerPoint Presentation and Your Speech.

The PowerPoint Presentation (20 Points): [Title (2), Length (2), Definitions (1), References (1), Questions/Thank you (1), Grammar (2), Spelling (2), Format (2), Organization (2), Content (4), Examples (1)].

Your Speech (20 Points): [Introduction (2), Voice Projection (1), Self-Presentation (2), Gestures (3), Grammar (2), Pronunciation (2), Length (2), How You Use the Notes (2), Content (4)].

The PowerPoint Presentation (should include:)

· 10 slides minimum and 15 slides maximum.

· The first slide should include your name, the date of the presentation and the title of the presentation.

· 1 slide for Definitions, Acronyms, etc. (Definitions of Technical Terms, Acronyms, etc. that will be used during the presentation, especially when your audience is unfamiliar with your topic).

· 1 slide for Questions/Answers (Asking the audience for questions after you have finished the presentation is normal practice, and you should be able to describe all aspects of your presentation in detail, so be prepared!).

· 1 slide to thank the audience for their time. (after you have completely finished, thank the audience for their time).

· 1 slide for References. (You must use and cite: 3-5 Outside References (all noted with dates, author, publication, etc. – prove to the audience that this is your work, not the work of others).

· You should have a nice format, good font usage.

· Examples (Examples help the audience understand better).

· Outline Format (the presentation should be in outline format so the audience can follow along more easily. Your slides should not be in speech format, but in clear, concise note format).

· Structure (The outline should be structured in a sensible manner).

· Proofread your presentation for spelling mistakes, grammar mistakes, and overall content, before you give it to me and present it to the audience. Make sure it follows the guidelines.

Your Speech (should include:)

· Length (This presentation should be between 10-15 minutes, no more, no less).

· Introduction (You should introduce yourself and the presentation to the audience, so they know what is happening).

· Self-Presentation (Again, how you look and behave, helps how you will be seen and understood). This includes trying to prevent all nervous habits.

· Voice Projection (The entire audience needs to hear you clearly and loudly enough).

· Positive Hand Gestures, Facial Gestures, Eye Contact, and Body Language (These are all essential parts of the presentation, you must be connected with your audience).

· Face the audience; the whole classroom is the audience (not me, the screen, or the window). Also, do not read your slides. The audience can see what is written on the screen, use a different words to what is written on the slide!

· Structure (The presentation should follow the presentation outline – make it concise, not general).

· Content & Interest (The presentation should contain good facts and information, as well as being interesting to the audience, you want to keep your audience interested at all times).

· Grammar and Pronunciation (Try not to make too many grammar or pronunciation mistakes while giving the presentation).

· Use of Notes (Using the notes is normal, for reference only, reading them (or the slides) only is very bad, as then you do not have the audience contact or interest, this also shows how well prepared you are for the presentation).

Extra Information

· Humor (Occasionally it is good to try to have a little humor in your presentation, but it is not necessary, but note if you have it, only a little). Audience participation is acceptable.

· Aids (Normally you would use aids, i.e. handouts/pictures, to help the audience visualize your concepts).

· Brief History (It is useful for the audience, but does not need to be in the presentation).

· Be a professional audience as well! Pay attention, no private conversations!

Motto: “Professionalism: Preparation, Proofread, and Practice”


