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PowerPoint 

Presentation
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Before ShowtimeBefore Showtime
Know the audience

Know the logistics

Know the equipment
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During ShowtimeDuring Showtime
Do NOT read from the PC

Do NOT act like a lamp post

Do NOT forget the audience
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During ShowtimeDuring Showtime
Do NOT become the screen

Do NOT talk to the screen

Do NOT finger the screen
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Spot the ErrorsSpot the Errors
1.1. Know the needs of your audience and match your contents Know the needs of your audience and match your contents 

to their needs. to their needs. 

2. Know your material thoroughly. Put what you have to say 2. Know your material thoroughly. Put what you have to say 
in a logical sequence. Ensure your speech will be in a logical sequence. Ensure your speech will be 
captivating to your audience as well as worth their time captivating to your audience as well as worth their time 
and attention. and attention. PractisePractise and rehearse your speech at home and rehearse your speech at home 
or where you can be at ease and comfortable, in front of a or where you can be at ease and comfortable, in front of a 
mirror, your family, friends or colleagues. Use a tapemirror, your family, friends or colleagues. Use a tape--
recorder and listen to yourself. Videotape your recorder and listen to yourself. Videotape your 
presentation and analyze it. presentation and analyze it. 

3. Know what your strong and weak points are. Emphasize 3. Know what your strong and weak points are. Emphasize 
your strong points during your presentationyour strong points during your presentation
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Spot the ErrorsSpot the Errors
When you speak in front of an   When you speak in front of an   
audience, you are an actor is on stage audience, you are an actor is on stage 

Present the desired image to yourPresent the desired image to your
your audienceyour audience

Dress appropriately for the Dress appropriately for the ocassionocassion

Remained calm, even if you feel  Remained calm, even if you feel  
nervous   nervous   
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Add Add humourhumour to your speech to your speech 

Keep audience interested Keep audience interested 

throughout your presentationthroughout your presentation

An interesting speech makes An interesting speech makes 

time flytime fly

Spot the ErrorsSpot the Errors
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Demo Demo 
PowerPoint PresentationPowerPoint Presentation

Starter

Entrée 

Dessert
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