
How to prepare and deliver a 

presentation

Roberto Cipolla

Department of Engineering

http://www.eng.cam.ac.uk/~cipolla



1. The problem? 



Effective Communication

What do you want to achieve?

ÅEducate and inform

ÅInspire/interest and persuade

ÅEntertain

ÅMust grab and hold attention



Reinforce with Visualization 

Audience retain more if hear and see



Reinforce with Visualization 
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Fear of public speaking

Å Public Speaking

Å Heights

Å Insects

Å Financial Problems

Å Deep Water

Å Sickness

Å Death

Å Flying

Å Loneliness

Å Dogs



Outline

ÅPreparation

ÅStructure of the presentation

ÅVisual aids and slides

ÅPractice and delivery



2. Planning and Preparation



Planning

ÅPurpose - why and what?

ÅAudience ïwho and where?



Planning

ÅKnow your subject

ÅDevelop a theme

ÅList the key concepts and points to convey

ÅBegin to think about ways of illustrating the 

key points

ÅMax of 1 slide per minute, 4 key points in 

45 minute presentation



3. Structure of presentation



The Structure

ÅOpening ï

Tell them what you are going to tell them

ÅBody ï

Tell them

ÅSummary ï

Tell them what you told them



Structure - opening



Structure - opening

ÅNeed a strong beginning

ÅFew seconds to convince audience:

ïI will not waste your time

ïI am well organized

ïI know who you are

ïI know my subject



Structure - opening

ÅIntroduce problem to be addressed and 

context

ÅState purpose, scope and main 

message

ÅGive outline of presentation



Structure ïmain body

ÅMake a story board

ÅBreak up with each section making 

a key point

ÅPresent incrementally, concisely 

and in logical order

Å Illustrate with clear examples and 

visual aids



Structure ïmain body

.



Structure - closing

ÅMust have a clear end to talk

ÅBrief and simple summary of main points

ÅReinforce the main message

ÅPut in context of the ñbig pictureò



4. Visual Aids



Slides

ÅHeader ïheadline for main point

ÅBody 

- one point, keep it simple

-donôt overcrowd with bullets and details



Slides - tell story with pictures

ÅIllustrate with images and animations to explain difficult 

points and generate interest.



Slides - tell story with pictures



Example ïmultiview stereo



Example



Example



Example



Example



Slides - fonts and colours

ÅChoose legible type and size (8H rule)

Arial and 32 pt

Arial and 28 pt

Arial and 20 pt

Edwardian and 32 pt

Edwardian and 28 pt

Edwardian and 20 pt

ÅColour combinations



Slides ïuse equations sparingly



5 Practice and Delivery



Talk, donôt read!

You have several choices for how you deliver 
your speech

Memorizing the Speech

+ allows eye contact

- difficult for long speeches

- room for precision errors

- no room for improvising

Reading From a Text 

+ ensures precision

- does not sound natural

- no room for improvising

- hinders eye contact

Winging It 

+ sounds natural

- has much room for error

Speaking From Slides 

+ insures organization

+ allows eye contact

+ allows improvising

- some room for error



Donôt lose audience

ÅKeep audience informed about what you are doing and why?

ÅSummarize points you would like them to go away with 



Dealing with nervousness

ÅAll accomplished public speakers feel nervous 
before talks ïadrenalin helps!

ÅBe well-prepared:
ïRehearse with friends

ïMake sure presentation is well structured

ïArrive and set up early

ÅDuring presentation:
ïMemorize opening

ïSmile, breath deeply, slow down and pause



Thou shalt not be neat 

Thou shalt not waste space 

Thou shalt not covet brevity 

Thou shalt cover thy naked slides 

Thou shalt not write large 

Thou shalt not use color 

Thou shalt not illustrate 

Thou shalt not make eye contact 

Thou shalt not skip slides in a long talk 

Thou shalt not practice

How to give a bad talk



Always finish with summary



Questions


