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Strategic:

· Frame the argument for your audience – use different decks, if necessary, for different audiences

· Early in the presentation seek to make the audience the winner. Complement them, thank them, include them.
· Present the business case right up front, environmental benefits at the end.

· Include pictures - they add a dimension to the presentation.

· Understand who your customer is selling to, and give them what they will need to sell successfully

· Know when to be assertive and when to be deferential.

· Know your timing. I use a rule of thumb of two slides a minute, but mine are mostly photos. Text dense slides take more time. Plan to end a few minutes before your time is up.

· Put important numbers on the slides so they stick in people’s minds. 

· If you have only a short time, think hard about what points matter. Stick to them. Don’t speak faster to get more in.

· Have a strong conclusion. This is the landing of the verbal gymnastics. Stick it.

· Have the conclusion in your pocket ready to go in case you get cut off for time. The audience will not know what you will not be showing them, but they will know if your presentation drizzles off into an obvious failure to conclude in time, and a weak capitulation. 

· If time is called and you can finish your sentence then make your conclusion, do this. It is very rare for time to be absolute. But at all costs, get your concluding statement made strongly. Stick that landing!

Physical Presence:
· Your presence matters far more than anything you say, or any data on your slides.

· Before giving a presentation spend time in the room. Climb up on the podium (what you stand upon), stand at the lectern (what you stand in front of), make the room your home court. As you stand there, feel your feet. Get grounded – literally. Drop your shoulders. Breathe. Walk around the room, get a feel for the view lines, the energy of the space.  

· Have fun. Your audience is there for you to succeed. They are there to be entertained and learn something. Relax, play with the situation. This is your moment to shine.
· Some speech coaches advise never to use PowerPoint. They say that YOU should be the focus. But most business presentations require PowerPoint. Make the deck effective, use visuals, not dense word-packed slides. Use animation, and bring the audience back to you, time to time.
· Be prepared for the technology to fail, the organizers to change the amount of time you have, for them to suddenly say that you can’t use PowerPoint. Have a version of your presentation written out as notes so that you can do it without the slides, but do not read the presentation. Have the notes as bullet points.
· Make eye contact with the audience. Pick someone who is smiling to start, and return to that person whenever you need reassurance. Then pick anyone, look at them for a couple seconds, then let your eye contact slide to someone else in a different part of the room. This technique will make the whole room feel that you are speaking directly to them.

· If someone is introducing you, listen respectfully. If no one presents you, be sure to introduce yourself and any team members to the audience.

· You might try to start talking as you move toward the lectern: this shows you are comfortable, and sets the tone for good flow and timing.
· Never turn your back to your audience. Don’t look at or gesture to the screen, unless you have a laser pointer to show a particular detail on the screen, but minimize doing this. That said, glance occasionally at the screen to be sure that what is on your computer is also on the screen.
· Do not use notes. Learn the presentation well enough to speak it confidently. If you need help with talking points, have them in the slides and work off them. 

· If anything goes wrong, move on. Smile, but never apologize unless you have really harmed someone. If you don’t call attention to a flaw, the audience is likely not to notice.

· Be aware of your hands. Use them comfortably, but not wildly. Try not to tie your hands down. If you plan on larger physical gestures, be aware of the frame of the film (if you are being filmed) it will look weird if it the camera is too close a frame and only ends up capturing you and your armpits.

· If you are being filmed, try to stand in one place. It will make for a much better film.

· Roaming the stage can be effective, but makes it much harder to use your computer (if this is your style, then a clicker is useful) and much harder to film successfully unless there are multiple cameras and the video will be edited.
· Be aware of making noise: banging the lectern, clicking pens, etc. especially if you are being amplified or recorded.

· Be prepared for distractions (people coming and going, cameras pointed at you) and ignore them.

· Careful with tricks. They can work really well, and hold an audience’s attention, but they can make you look like a clown. A sponsor of an event asked the audience a question, and gave the first winning answer $50. The audience remembered his company. One famous speaker borrows an audience member’s watch smashes it to bits on stage, then afterwards, give it back to them unharmed. It does hold attention. It is also very distracting. 

· If someone with a softer voice follows a more powerful speaker, take some time to let the energy of the room come down, and then enter the resulting space.
· If you find yourself freezing up: Pause, OR breathe and smile OR act!  Take a step, spread your arms – get back into your body. Prepare a couple of things you can do if you know you tend to freeze.

· Team members, if you have them, are as important to the presentation as the person speaking.  They hold the space. Don’t fidget around when you are not presenting.

· Choose a presenter with a strong voice for the intro and conclusion.
· Have everyone dress appropriately for the audience. Never dress below the level of your audience. Jeans and a black T-shirt may be great for Silicon Valley, but not for New York. Pay attention to the details – an undone button or flapping cuff can be distracting.

Technical:

· Place the computer so that you can operate it while looking at the audience, and use it as your monitor. Best case, have it sitting on a lectern placed where you will speak. This may require the organizer to get a “home-run cable that goes from your computer to the projector. If you don’t do this, you will not be able to see what is on the screen without looking at it. 

· Stand a few steps away from the lectern so that when you look at the computer you do not appear to be looking down.
· Resist any attempt by organizers to take your show and put it on their computer in the back of the room.

· Resist using a clicker to advance slides. They tend to hang up, delay and be awkward to recover from too rapid advances. If you must use one, go through your whole performance with it and get used to its timing. If you do use a remote make sure you point it at the computer not at the wall.
· If at all possible, do a full tech check with the projector you will be using, the computer you will be using. Have your computer hooked up and ready to go. Be sure that any energy saving mode that might put your computer to sleep has been turned off for the length of the presentation.

· Test the strength of the projector, the quality of the color, whether lights over the podium are washing out the quality of the slides.... 
· Don’t walk in front of the beam from the projector.

· Expect technical failure. Be ready for it. If videos fail or if you have other technical difficulties just move on – don’t apologize.

· Have a copy of your presentation on a jump drive, and if it is really important as a pdf. on a disc

Language:

· If a quote is too long to memorize, put it on a slide.
· Breathe, take pauses:  they can actually add to a presentation. If your mouth is getting dry, it is likely because you are not breathing. If you tend to get dry mouthed, drink water before the presentation. Avoid coffee or caffeinated beverages before a presentation. Try not to interrupt your presentation by drinking.

· Make sure to explain any acronyms (ROI, LEED, Wiki) as soon as you use them if they are not part of the lexicon of your audience. 

· Avoid Weasel Words:  “So,” “Um,” “uh,” “er,” “you know,” “I mean”.... Do not start a sentence with “so.” Kick these crutches out of your vocabulary.

· Pick phrases that resonate with the company (“competitive” when presenting to entrepreneurs).

· If you mention partners, show their logo on the slide – be careful about who you partner with.
· If you are presenting as a team, introduce your team. Use the person’s name when handing off who is presenting. Be careful not to have too many hand offs as they are time consuming and become harder to do each time. 

· State assertions boldly: “We will show you” instead of “Hopefully, we will show you.”
· Give your presentation to your friends, your family, and ask them for feedback. When you get advice, listen, try it, but decide for yourself what works. Get yourself videoed, and study the tapes. Try it again. 
· Know that no one is born a great presenter. It is a learned skill. The more you do it, the better you get. Watch great presenters and mimic them, then find your own style.
Some great presentations on presentations: 

How to Get a Standing Ovation

http://blog.guykawasaki.com/2006/01/how_to_get_a_st.html
http://thepowerofpull.com/pull/presentation-tip-1-they-dont-remember-anything-you-say 

http://headrush.typepad.com/creating_passionate_users/2006/10/better_beginnin.html

http://www.speakingcircles.com/Products/Chap1.html
http://markandrewgoetz.com/blog/wp-content/uploads/2009/11/tufte-wallpaper.png
http://blog.insideview.com/2011/09/19/10-slideshare-presentations-that-will-make-you-a-better-sales-person/
https://www.slideshare.net/login

