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STEPS TO 

PREPARING A GREAT PRESENTATION

1. Select a Topic - Choose a topic that will come under one of the broad topics listed on the New River Valley Contest Presentation Areas. Once you have chosen your topic, come up with a creative title that will catch the audience’s attention.

2. Collect Information - Depending on your topic, information may be found in a variety of places - libraries, veterinary offices, magazines, or 4-H project books. Make sure that you get your information from a reliable source. 

3. Outline - Write down the basics of what you would like to say. Your outline should include an introduction, body, and summary.

· Introduction - Information that should be included in your introduction in any order - title of you presentation, why you chose that topic, your name, and perhaps something interesting about the topic.

· Body - This is the main part of your presentation. There are  two main types of presentations - demonstration and information

Demonstration - In a demonstration, you are actually showing the audience how to do something. Tell the materials that you will need, and then tell the audience step by step how to actually do the task.

Information - when giving information, list the main points that you want to tell your audience.

Some presentations may even use a combination of both types. For instance, when showing how to make a delicious fruit salad, tell materials and ingredients needed, show us how to do it, then give information on the nutritional value of a fruit salad.

· Summary - Briefly retell only the main points of what you just talked about in one to three sentences. Example - “Remember, when making a fruit salad, it is important to have the correct ingredients and supplies and follow the quick and easy steps.  This delicious fruit salad is very good for you too. “Always remember to end by thanking the audience and asking if there are any questions.

4.    Slides –  

· Must be easy to read from a distance

· Choose a basic easy to read font (computer generated lettering), such as Arial, or Times New Roman.
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Colors – Make sure that your back ground and your lettering sharply contrast so that the writing is easy to read. For example: on a white background use dark lettering such as black or navy blue; on a dark back ground use light lettering such as white or bright yellow.

·  Title Slide - The title slide always contains your title, name, age, and county and it can include a picture.

· Main Points - The slide/slides following your title slide should list only the main points of your presentation with about 20 words per slide. Do not write your entire presentation word for word on the slides.

· Summary Slide - Your last slide should be a summary of your presentation. In other words, retell the main points of your presentation in as few words as possible.
5.  Add Polish and Appeal
· Use an attention getting title

· Take the time to arrange all items on the table before you start. Place any bags or boxes out of sight.

· Speak loud enough for everyone to hear

· Hold items or tilt when you want to show them to the audience.

· Let the audience see your personality in your presentation.

· Have a copy of your slides on the table to look at so that you never have to turn your back to your audience to read your slides on the screen.

6.  Remember the 5 minute time limit and practice, practice, practice.

The more you practice, the better you will get. Give your presentation for anyone who will listen. 

