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 Prolog 

 Importance of presentations 

 Common myths 

 Effective Presentations 

 Planning the presentation 

 Organize content 

 Prioritize information 

 Analyzing the audience 

 Contents 

 Delivery 

 Visual aids 

 DO’s of Presentations 

 Open presentation effectively 

 Maintain eye contact 

 Include personal experiences 

 Be objective and focused 

 Use effective listening techniques 

 Summarize 

 Be confident 

 Follow time bar 

 

 DO NOT’s of Presentations 

 Do not use laser pointer carelessly 

 Do not lean on rostrum or wall 

 Do not  play with equipment 

 Do not show unreadable slides 

 Do not read slides 

 Do not fiddle with slides  

(apples to OHP presentations) 

 Do not repeat the same sentence 

 Do not address one individual only 

 Do not use A’h , basically, etc. 

 Do not talk to yourself 

 Do not speak to the board or the 

projection screen 

 Do not give a sermon (monolog) 

 Do not communicate to the audience, 

communicate with the audience (involve) 

 Epilog 

 Be prepared for the unexpected 

 Be brief and to the point 
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