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The Program Committee asked that I share 
with you my experience in preparing and 
giving PowerPoint presentations to fellow 
scientists and to industry stakeholders.  Key 
steps in preparing the presentation follow:



(1) Consider the audience in 
choosing content and 
sophistication (i.e., 
amount and complexity) 
of subject matter.



(2) Choose a tone (i.e., 
psychological mood 
or atmosphere) 
conducive to effecting 
the desired action by 
members of the 
audience.



(3) Carefully craft a central 
message and embellish it 
with added detail.



(4) Visualize your presentation in three parts – a 
beginning, a middle, and an end; begin with 
the end in mind.



(5) Select a combination of word-slides, 
tables, graphs, figures, pictures and 
illustrations to best convey – and 
reinforce – the central message.



(6) Arrange and re-arrange 
the visual-aids to 
achieve the “perfect 
order” –
for drama and 
crescendo.



(7) Fit the time-constraint 
(remember; it takes 2 to 
4 minutes to discuss 
each word-slide or 
table, 2 minutes to 
discuss a graph or 
figure, and 1 minute to 
comment on a picture 
or illustration).



(8) Prepare the PowerPoint 
presentation, and 
practice, practice, 
practice.



Prior to giving the presentation:

(9) Get plenty of rest on the night before the 
presentation.



(10) Avoid caffeine, eat 
modestly (high 
protein, low 
carbohydrate – to 
avoid an on-stage 
“sugar-crash”); use 
the restroom.



(11) Arrive early at the site; stand at the podium; 
test the equipment; practice breathing.



Key steps in giving the presentation follow:

12) Consider the level of 
comprehension of the subject 
matter among members of the 
audience; use words they will 
understand.



(13) Begin boldly; no small-talk; grab their attention.



(14) Start with a quotation, a statistic 
or a question (e.g., Did you 
realize that...?).



(15) Maintain eye contact; project 
your voice to the back row or 
wall; modulate voice 
projection for emphasis and 
attentiveness; be animated; 
use effective body language.



(16) Avoid distracting gesticulations, 
pacing, coin-jiggling (men), 
rearranging hair (women).



(17) Prepare for the 
unexpected (power 
failure, less time 
available for 
presentation, etc.); 
have note cards –
just in case.



(18) Tell them what you’re going to tell them; tell 
them; tell them what you’ve told them.



(19) Reiterate the central message.

The message is…



(20) End on a positive note.
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