
1. Understand the topic you are to present on
2. Turn off your mobile phone
3. Brainstorm what you know about the topic
4. Research to fill any gaps in your knowledge about the topic
5. Plan you presentation with notes about what you might include on each slide
6. Write the main points of information you want to show the audience on each slide
7. Add images to make slides engaging for the audience
8. Write your notes for what you will expand on and explain for each slide
9. Edit slides so that they do not have too much text on them
10. Proofread slides to check for typos/accurate citations/mistakes
11. Brainstorm some possible questions you might be asked and consider the answers you might give to these questions
12. Rehearse your presentation with your notes so that you know all the material and do not need to look at the slides to present well
13. Time yourself to check that you are within any time limits given
14. Make any necessary changes to your presentation and/or notes based on the rehearsals and time limits
15. Dress appropriately for your audience and the presentation context (e.g. if at work, would you show up in pyjamas? If at school, might you choose something a little more formal to present in?)
16. Send your final version to yourself or download it onto a USB device so that you can access it quickly on a computer that is not your own
17.  Arrive a few minutes early to set up and test the equipment
18. Present!

