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Eight Steps to Excellent Presentations 
A presentation I’m planning to give in the next 6 weeks: 

 
Qualities of “excellent” presentations:  (circle 2 you want to work on) 

 
When I feel worried or nervous about presenting, it’s because I’m concerned 
about: 

 
A productive way to reframe my concern would be to tell myself: 

 
Sources of information about the event and audience: 

 
Three ways to tailor my topic to meet the needs of my audience: 
1.  Determine the best level of ______________ 

2.  Address their burning questions 

3.  Use _____________________________ 
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Five common organizational patterns that help messages flow:  
1.  Chronological 

2.  Sequential 

3.  Categorical  

4.  Problem-Solution-Results 

5.  General to Specific (i.e., conclusion first) 

6.  Specific to General (i.e., details first) 

 
 
Stories should be: 
 

 _______________  

 Relevant 

 _______________ 

 Emotion-provoking 

The basic presentation form is: 

Introduction:  _____% 

Body:  _____% 

Conclusion:  _____% 

 
Six options to open and close: 

1. Fascinating Fact 

2. Story 

3. Quotation 

4. Meaningful Graphic 

5. Startling Statement 

6. Video Clip 
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The Audio-visual Aid Mantra: 
 

I will use AV only when it _________________ my message.  Anything that 

does not ________ to my message __________ from it. 

 
Four Types of AV Aids: 

 Images 

 Objects  

 Demonstrations 

 Sounds 

 
Practice tips: 
 
Practice the way you _________________.  Use a test ________________.  
 
Say the words ____________________.  Use a __________ and a tape recorder. 
 
Time it until you can consistently meet your mark.  Note sections to _______. 
 
 
Ten ways to manage stage presence: 
1.  Breathe 

2.  _________ 

3.  Smile 

4.  Look individuals in the eye for about _____ seconds each 

5.  Mention __________ at appropriate times 

6.  Monitor your posture and gestures 

7.  Speak to the people ___________________________________ 

8.  Vary your __________ and ____________ 
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9.  Stop and listen closely to questions; ask for clarification; repeat the 

question before answering (or within your answer). 

10.  Pause and accept the applause. 

Bonus:  Have copies of a reference sheet with you for people who are 

interested in more information. 

 
Action plan for my next presentation: 
 
What I know about my audience and the event: 
 
 
 
 
What I need to find out about my audience and the event: 
 
 
 
 
Key points I want to make: 
 
 
 
 
I will organize my points this way because:   
 
 
 
A relevant story I could tell: 
 
 
 
A possible approach to the introduction/conclusion: 
 
 
 
Two possible AV aids that would enhance my presentation: 
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