PRESENTATION TIPS 3/31/05
· Know characteristics of your audience, e.g., age, gender, English/other speaking, amount of knowledge they possess concerning topic, other important information. 
· Avoid procrastinating, leaving preparation to the last minute. 

· Practice your presentation and use of equipment or aids. Seek constructive criticism to improve presentation. Conduct repeated practice sessions when using a multimedia or laptop presentation. 

· Know how to setup and use your equipment (switches, changing projection lamps, focus, elevation). Set up well in advance to check all functions beforehand. 
· When speaking: make eye contact; try to stand in one location, avoid roaming or pacing; speak clearly and at a reasonable pace to allow your audience to follow your presentation or take notes; avoid using excessive hand and body gestures, speaking in a monotone or using cliches. 

· Use a medium suitable for the size of your audience; overhead projectors with up to 40 people;  video projectors for larger audiences. 

· Stay within your time limit.
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