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Planning for 
Presentation

Building 
content for 

presentation

Delivering the 
presentation



Plan the presentation

Target
Audience

Select Topic Objective



Know

Frame

Refine

Design

Charts

Points

Keywords

Pictures

Quotes

Tables



Flow of the Presentation

Comparisons

Pros and Cons

Future Scope

Conclusion

Introduction

Need

Uses

Working



Effective Content Display Rules

Bulleted 
Points

Be short 
and 

precise

No objects 
cross in 

animation

Same Color 
theme

Simple 
animation 

effects

Reveal little 
by little

Relevant
Facts,

diagrams

Avoid 
repetition



Save and Backup

Save in folder
Back up

CD/DVD/Pen
drive

Mail
Cloud

Onedrive

D:/
E:/



Be Ready to Deliver the Presentation

Speak from 
memory

Keep it 
Simple

Know your 
material

Use 
appropriate 

language

Practice
Don’t Read,

rather Explain

Dress in a professional 
manner

Correct gestures 
voice 

modulations

Make Eye 
Contact








