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• define purpose  

• gather content and presentation ideas  

• structure the subject matter  

• develop how to present it  

• prepare presentation  

• practice  

• plan, experience, control the environment  

• 'dress rehearsal' if warranted  
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• Why are you presenting? 

• What is the purpose? 

• Who are you presenting to? 

• How, When and Where? 

• Plan the structure e.g. have a clear introduction, middle & end. 

• Structure your subject matter. 

• Dry-run practice. 
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• Relax, you have practiced and prepared so nothing will go 

wrong, try to enjoy it, the audience is on your side. 

 

• Remember to smile. 


