TIPS FOR BUSINESS PRESENTATIONS
The best way to overcome fear of public speaking is adequate preparation and practice.  Remember to consider the purpose of your presentation and the audience to whom it is directed.  Plan your content, organization, and style accordingly.  

Preparation

· Organization your presentation logically.

· Plan an interesting opening and a strong closing.

· Plan transitions between topics.

· Create visual aids for pacing and to enhance understanding.  Keep them simple and interesting.

· Minimize distractions in advance. Plan your room set-up.  Arrange for any handouts to be distributed before you begin if possible.

· Make sure your media are compatible with presentation hardware and software.  Do an equipment check ahead of time if possible.

· Rehearse your presentation, before a critical audience if possible.

· Anticipate and prepare for likely audience questions.  Hold some of what you know in reserve for this purpose.

Delivery

· To avoid nervousness, take deep breaths, avoid caffeine beforehand, and have water handy if you are susceptible to “dry mouth.”  If you visualize yourself beforehand giving a great presentation, it is more likely to happen.

· Plan and rehearse your opening and closing statements

· Present from an outline or from your visual aids.  Don’t read except for quotes.

· Maintain frequent eye contact.

· Speak clearly and distinctly.

· Avoid slang, profanity, and filler words.  No “ers,” “uhhs,” or “you knows.”

· Be aware of your gestures.  Avoid distracting mannerisms.

· Start and finish on time.  Assign a timekeeper to warn you about the time.

· Help everyone to see; don’t block the view of your screen or visuals.

Follow-Up and Audience Feedback

· Create a “take-away” handout to help the audience remember your presentation.

· Answer questions honestly and concisely. Don’t be afraid to say “I don’t know,” or “That’s a good question, and we’ll get to it in just a little while.”

· Facilitate discussion if it is appropriate to your audience and if you have allotted sufficient time.

· Keep all discussions on track.  It is your presentation; don’t let someone from the audience dominate or deviate it.

