Oral Presentations Guidelines
(from Markel)
Although oral presentations can be expensive and inconvenient, they are necessary because they enable a dialogue between the speaker and the audience. Preparing to give an oral presentation requires five steps: 
	Analyzing the speaking situation.

Choosing effective language.
Preparing an outline or note cards.
Preparing presentation graphics.
Rehearsing the presentation. 
The presentation graphics should help listeners understand the organization and development of the presentation and remember its key information. In giving the presentation, try to control five aspects of your voice: volume, speed, pitch, clarity of pronunciation, and verbal fillers. Try to maintain eye contact at all times and avoid distracting mannerisms. After the presentation, address the audience's questions.
Using Memorable Language in Oral Presentations
Plan to draw on these three techniques to help make a lasting impression on your audience.
	Involve the audience. People are more interested in their own concerns than in yours. Talk to the audience about their problems and their solutions. In the introduction, establish a link between your topic and the audience's interests. For example, the presentation to the Radnor Township Council about waste management might begin like this:

Picture yourself on the Radnor Township Council two years from now. After exhaustive hearings, proposals, and feasibility studies, you still don't have a waste-management plan that meets federal regulations. What you do have is a mounting debt: the township is being fined $1,000 per day until you implement an acceptable plan.
	Refer to people, not to abstractions. People remember specifics; they forget abstractions. To make a point memorable, describe it in human terms:

What could you do with that $365,000 every year? You could buy more than 250 personal computers; that's a computer for almost every classroom in every elementary school in Radnor Township. You could expand your school lunch program to feed every needy child in the township. You could extend your after-school programs to cover an additional 3,000 students.
	Use interesting facts, figures, and quotations. Do your research and find interesting information about your subject. For example, you might find a brief quotation from an authoritative figure in the field or a famous person not generally associated with the field (for example, Abraham Lincoln on waste management). 


