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PRESENTATION TIPS – PUTTING IT ALL TOGETHER

· Speech Practice – Round 1: Note cards ONLY

· Speech Practice – Round 2: Project ONLY

· Speech Practice – Round 3: “Dress Rehearsal” or the whole thing exactly the way you intend the judges to see it.

This worksheet will help you put your whole presentation together.  Please write thoughtful and complete answers in the spaces provided.  Remember that practice makes perfect and that “prior planning prevents poor performance”.  
1.
Give an overview of your presentation. What do you hope to accomplish, prove, or show to the judges? Include main ideas and/or skills you have learned from both your research and your project.

     
2.
How are your project and your research paper related? How do you plan to show this relationship to the panel?

     
3.
Analyze your presentation. What do you plan to use for an introduction? What will you say about the research paper? The project? How will you conclude your presentation? Will you be demonstrating or performing as part of your presentation? 

A.
Introduction: (transfer from your note cards)

     
B.
How did you get interested in your topic?  Why did you choose the topic you chose?

     
C.
Paper (What it was and what you learned):

     
D.
Project Description (what it was and what you learned):

     


E.
Demonstration or Performance (optional):

     


F.
Process (what you learned about yourself)


     
* Future Plans:           
G. Conclusion: (transfer from your note cards)

     

     
4.
Time Analysis: assign so many minutes for each stage of your presentation. The main part of your speech 

will be descriptions of both your research and your project. If you plan to demonstrate or perform, you can 

either do this at the end of your speech or include it within your speech.  A couple of hints:  The introduction 

should not take longer than one minute, and the conclusion should not take longer than 30 seconds! 

Allowed time for total presentation:  6 to 10 minutes!      
Introduction:      
How I got interested in my topic:

Paper:      
Project:      
Body

* Demonstration or Performance:      
Process (learned about self):      
Future Plans:           
Conclusion:      
5.
List all aids and materials needed for your presentation (PowerPoint CD, overhead, charts, tape recorder, slides, CD player, VCR, TV, DVD, posters, pictures, handouts, samples, display boards, costumes or special clothing, etc.):

1.      
2.      
3.      
4.      
5.      
6.      
6.
Is your portfolio complete?      

Have you gotten it back from your teacher yet?      
     
7.
Have you turned in your Audio/Visual checklist?      
8.
Assigned day and time for presentation:           

 
(fill this in when you get your presentation date and keep it for your records)

9.
What do you have to bring with you to your presentation?      
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