Creating a Fantastic Presentation

1) Use neutral background colors. You don’t want things to be too bright – save that for your sparkling personality (and amazing pie charts). White, grey, gold, and blue are always good choices.

2) Make an outline. Figure out 3 things that you want to teach your audience, and then form those three things into a narrative. Remember to include the benefits of implementing what your show discusses.

3) Show, don’t tell. Illustrate your narrative with charts, clips, and photos. Avoid a series of slides filled with bullet points. Lots of bullet points means lots of reading, which can really throw off your flow if you’re trying to keep the audience’s attention (which is a goal you should be trying to achieve). Speaking of reading, wait until the end of the presentation to distribute any handouts. We’ll explain why in point 9 of this section. 

4) Keep it simple. Sidestep clutter when you can – whether it’s restraining yourself from using too many neat artistic features or just abstaining from cramming too much information onto a single slide, remember to keep things straightforward and clear.

i. Less really is more. 

ii. Keep the slide background color consistent. 

iii. Use a sans serif font like Helvetica, Arial, or Verdana. These are easier to read than most other fonts, especially when they are projected onto a screen.

5) PRACTICE!

6) Start with a fun photo, joke, quiz, statistic, or other ice breaker. Resources at your disposal include… 

i. http://foodandhealth.com - Check out our links for clipart (they’re at the top of the page). Our clipart even has an “icebreaker” subcategory. If you would prefer custom art, just click the “Contact Us” tab and we can work something out with you.

ii. http://www.quotationspage.com/
iii. http://en.thinkexist.com/quotes/with/keyword/junk_food/
iv. www.randynutt.com/quotes.html
v. www.corianderleaf.com/foodquotes.html
vi. www.foodreference.com/
vii. www.funtrivia.com/
viii. www.glasbergen.com/fit.html
ix. http://www.butlerwebs.com/jokes/diet.htm
7) Only tell people what THEY need to know. This is different from telling people everything that there is to know. Remember your audience and customize your show accordingly.

8) Remember the rule of 3. Apply it to your content and your style.
Content – Your show should include the following elements…
1) Learning goals for this lesson.  
2) The actual information that you want them to learn. 
3) Review of what the group has learned. 
In other words, tell them what you are going to teach them, teach them then tell them what you taught them.

Style – Make the lesson into a story that your audience wants to hear.
1) Find 3 reasons that your presentation is important. Illustrate each with a story. Use graphics as the prompts for your story – this is better than reading bullets out loud. 
2) Include 3 benefits of the knowledge you are imparting. Make the show worth something. What does your audience stand to gain by attending, learning, and applying?
3) Discuss 3 ways to achieve success using these points or lessons. Do not simply tell your audience what to do – tell them how to do it too. 

9) Handouts are great resources for your audience, but they must be used correctly. Pass out handouts at the end of your presentation. This strategy will keep your handouts from being a distraction while you are speaking. You could even email copies to your group later, depending on the circumstances. This is a great way to gather contact information!
10) At the beginning of your presentation, explain that you will answer every question that your audience may have, but not until the presentation is complete. Provide your contact information so that you can answer their questions later, if they think of questions after you have finished the session. 
11) Quizzes are fun ways to check comprehension and keep your audience engaged. Use several sets of quizzes throughout your show. If you have small prizes for each correct answer, like a bookmark, or can of beans, that is even better!
12) Copy the salient points of your presentation onto index cards, just in case the equipment fails. 

13) If you are using a microphone, use fresh batteries.

14) Include information about your company, especially its website. Send your audience to your site for more information about what you have been discussing. And, if you are discussing food or nutrition, send your audience to our site too. We have tons of great information, recipes, and presentation ideas. Just link to http://foodandhealth.com/blog/.


Honing Your Speaking Skills

1. Hone your message. Make it simple and compelling.

2. Practice until you know the material very well.

3. Use natural body language. Avoid things that feel forced, stiff, or contrived.

4. Make eye contact with your audience and smile.

5. Eliminate “ums” and other words like “uh”, “ah, “you know”, “ok”, “so,” etc. 

6. Use visuals that have an impact, then make sure to draw attention to them.

7. Analyze your audience. Figure out what you need to do in order to connect with them.

a. What is their biggest challenge? Ask them ahead of time and then address it.

b. What do they need to know in order to improve their life or health? Explain it.

c. Is their attendance voluntary or mandatory? 
If it is voluntary, you want to provide quality information that pertains to the audience and allow plenty of time for questions. 
If attendance is mandatory, you might want to be more entertaining and find out ways to connect with your audience quickly. 

d. What do they expect to learn? Are you teaching it?

e. What is their learning style? Do you need more visuals or more references? Jokes or research? 

f. Why should they care about what you’re saying? Instead of solely addressing hard facts, discuss the benefits of the knowledge, especially as it relates to your audience.


Making a Practice Video


A great way to improve your presentation style is to capture all or part of it on video. Watch how you offer the information you are discussing. What is your body language like? How is your diction? Are you engaging?


Keep retaping until you are happy with the results. The more you practice, the better you will become.  It is very easy to get a small flip camera or a video camera, put it on a tripod (cheap ones from Walmart sit on a table and cost $10), and then play what you’ve recorded on the computer. You can even upload your finished presentation to YouTube and use in your blog for promotional material.
Embed Video Into Your Show
You can also add videos to your presentation – consider upgrading to the new 2011 PowerPoint version because that version allows you to directly embed video into the presentation versus linking to the file on  your computer. This makes changing computers with one presentation a lot more convenient and fool proof. 

Need great handouts: Visit http://nutritioneducationstore.com - there are handouts on the Free Handouts page linked at the top of the store and on many category pages as well. 

FAQs
· How do I transfer my presentation to a laptop to do a presentation at a company onsite? 
· If you are working from a CD, you need to save the presentation to the hard drive. This will allow you to make and save changes. After you save the file to your computer you can transfer it in three different ways.
· Transfer the file to a flash drive. 

· Burn it onto a new CD. 

· Email a copy of the file to yourself. Actually, if you do either of the other two options, do this one too, just in case. However, it is important to remember that if a show is larger than 6mg, your email may reject the file. Double check that you have received the whole thing before relying on this as an option.
· How do I use PowerPoint with Blackboard?

· Here is an excellent tutorial:

· http://www.palomar.edu/atrc/Bb/misc/PPT_for_Blackboard.pdf
· How do I use PowerPoint with an iPad?

· Here is an excellent tutorial:

· http://www.mahalo.com/how-to-use-powerpoint-on-an-ipad/
· How do I print the speaker's notes?
All of our shows come with speaker's notes. 
To print them, click on File > Print and, in the print dialog box, under “Print What,” choose “Notes Pages.” Check out the picture on the next page for a great screenshot of the process. 
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