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Note
Start with the end in mind
What is the real purpose of your presentation?
What are the most important takeaways?
Think more than mere transfer of information
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Know your audience
-Who is your audience?
-What does the audience expect?
-How much background information does your audience have or might need?
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There are a lot of other presentation methods besides PPT, choose what can best convey what you want to say
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Keep it simple: Be concise, eliminate the non-essential
-Don't let your message and your ability to tell a story get derailed by slides that are unnecessarily complicated, busy, or full of "chart junk."
-Do not feel compelled to fill empty areas on your slide with unnecessary graphics or text boxes that do not contribute to better understanding.
-The less clutter you have on your slide, the more powerful your visual message will become.
-Limit use of animation and transition
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Note
-Think hard about what is the essence of your message
-If your audience could remember only 3 things about your presentation, what would you want it to be?
-Even though the content of what you deliver is more important than the visuals and looks of your presentation, it is also important to avoid a ?data dump?
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Avoid the crime of reading off of your slides when presenting
-Modality theory: use of visuals and audio is better than use of visuals and text
-Try to avoid text-heavy (sleep inducing) slides
-Remember, the slides are meant to support the narration of the speaker, not make the speaker superfluous
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Outline your content
-This is both good for you when planning your presentation, and also good for the audience in knowing where the presentation is going and having a feel for what?s next
-Visualize the logic of the content and the flow of the presentation
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The art of storytelling
-The easiest way to explain complicated ideas is through examples or by sharing a story that underscores the point
-Stories are easy to remember
-Good stories have interesting, clear beginnings, provocative, engaging content in the middle, and a clear, logical conclusion
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Always have a back-up plan in case of technological glitches
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Show your passion
-Be confident and genuinely interested in the material you?re presenting
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Be yourself! 
-Use your own words
-Do not rush! Use your own natural pace of speaking
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Start strong
-The first 2-3 minutes of a presentation are the most important
-Sometimes it might be best to present the solution or outcome at the beginning, then jump into the problem and the process
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Keep it short
-Remember, your audience has a short attention span
-It is better to have the audience want more of you, than to feel they?ve had more than enough of you!
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-Move away from the podium
-Get physically, and therefore mentally/emotionally, closer to your audience
-Use a remote-control device



saraski
Note
Remember the ?B? key
-If you press the B key while your PPT slide is showing, the screen will go blank. This is good for when you want to digress from what is presented on the slide and have the audience?s attention to yourself and what you are saying. If you press the B key again, the slide will reappear.
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Make good eye contact
-Try looking at individuals, rather than scanning the group
-Never look at the screen behind you, just glance down at the computer screen briefly if you have to
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Keep the lights on
-Putting the lights off will put your audience to sleep
-Putting the lights off will take away the audience?s attention from you and attract it to the screen
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Remain courteous, gracious and professional
-Even throughout the Q&A, and even if you have some very difficult questions posed to you
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