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· [image: image1.png]HOW DO I PRESENT MY

WORK IN AN ORGANIZED
AND APPEALING WAY?

The quality of the information comes first.
What you found out is the most important thing.

Remember to use the rubric to identify
changes and improvements you can make.



Plan first - draw a design for your project 

· Write a draft of all your information.

· Your headings and subheadings should tell us what we’re going 

· to learn and divide up your information.
· Put things in time order or group information into categories.

· Organize your writing into short paragraphs.
· Only use drawings diagrams and photos that will add to the 
· information you’re sharing and label all these.

· Organize the layout of all your technical information first, before you design banners, headings, borders or decoration.

· Correct spelling and punctuation are a must!

· Use the clearest font type and size so that people can read easily.

· People should be able to view and understand your presentation without you being there to explain.
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· Plan first! - make a dot point list

· Draft everything you’re going to say onto cue cards.

· Sort your cue cards into time order or group information into categories.

· Start with introducing what you hope us to learn.

· Organize the presentation of all your technical information first before 
· you consider how props may help engage your audience.  Remember, 
· simple is best!

· Be well prepared.  Rehearse your talk lots of times.  Make changes to
· make it better.

· Make eye contact with the audience rather than reading directly from your notes.

· Project your voice, speak clearly and with expression.
· Pace yourself.  Don’t speak too quickly.  

· Pause and take a deep breath if you need to.
· Aim for 5 minutes.
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Plan first! - make a storyboard.
· Draft all your text.

· Start with introducing what you hope us to learn.

· Put things in time order or group information into categories.
· Organize your writing into short paragraphs.
· Use headings and subheadings to divide up your information.

· Add clipart, photos or video only when it teaches us something and

· label all pictures.

· Organize the layout of all your technical information first, before you add backgrounds, transitions, headings, animation or decoration.

· Correct spelling and punctuation are a must!

· Use the clearest backgrounds, font type, colour and size so that people can read easily.
· People should be able to view and understand your presentation without you being there to explain.

