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TEIL 1

Whether you need to prepare for an important presentation,
expand your speaking skills or get tips

on professionally designing your PowerPoint slides,

we have what you need.

Our day-to-day work includes creating pro- The first part involves the creation process,
fessional PowerPoint templates and giving and the second talks about the art

advice on presenting in front of an audience.  of presenting.

Wed like to share our experience and These tips cover everything from presenting
expertise and have put together a complete and writing skills, to design ideas perfect

list of 100 helpful tips and tricks divided for job interviews, events, wedding speeches,
into two parts. and more.
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PRESENTATION

FOR CREATING YOUR

Content can make or break your presentation. Even the most
creative presentation will flop without substance.

Part one of our tips talks about creating con-  We have two simple rules. First, every piece

vincing presentation content. What should of unnecessary information should be dele-
be the focus? How much should be on each  ted. Main points can be put on slides, and the
slide? How do you get the audience to stay rest can be written on the presenter’s note
engaged? Forget about the typical bullet cards. Second, the best method to help your
point presentation from your school years. audience retain said information is storytel-
Citing off a list of facts followed by more ling. People enjoy listening to stories and can
facts is not how to win over an audience. process them better than mere dry facts.
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STAY AWAY FROM
DISTRACTIONS AND FOCUS

There are brilliant and even famous writers fairy-tale catastrophe. You would be better off
who have written their best works in combi- getting a good night's sleep so you can have a
nation with cocktails. Yet, when designing a clear head to design your presentation content.
business presentation, this model, with crea- Pick a quiet place where you won't be distur-
tive excess, might leave you with a business bed and can fully concentrate on your ideas.

GATHER ALL

THE INFORMATION

Before you start writing your presentation What are your goals in presenting the given
content, think about the benefits of your information? Work out your key points and
project. What is the value of your presentati-  use this list as the foundation of your presen-
on? Why are you presenting? tation that you can always reference.
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What do you want to convey to the audience?
|deally, you should write your core message
in one sentence. Your audience should

Before you put a single finger on the key-
board, think about who your audience is and
what they want. The audience should be
the main reason for giving a presentation.
Think about the following questions:

What interests does your audience have?
What problems do they encounter?

What do they want to learn?

emotionally connect with it and be engaged.
Here you also don't need too many words,
make it “short and sweet.

If you center your points on your personal in-
terests, the audience’s attention could waver.
The presentation is first and foremost for the
audience, not the presenter.
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FIND THREE
KEY POINTS

Find three points that support and reflect All others should be sub-points of these
your message. Keep it to three because three. Ask yourself which three you want to
the audience won't remember more. impress upon the minds of your audience.

STRUCTURE YOUR

PRESENTATION

Structure means that you make a logical additional templates you may have at the
sequence and keep your options flexible so end. If you want to be clever, you can blend
that you can react to any changes or ques- your call to actions in with your templates, so
tions from the audience. By this, we mean that the content steadily builds and comes to
transition templates as well as breaks and a conclusion.
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TAKE ADVANTAGE

OF STORYTELLING

Storytelling, can help you connect with your
audience. Short anecdotes and stories are
too common in daily interactions not to use
— like something funny that happened last
weekend. This can help create a casual and

The best way to integrate a good story into
your presentation is to find a hero with whom
your audience can identify with and cheer
on. This character can be a reflection of your
audience, represent them, or can also be a
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personal way of communicating with your
audience. Storytelling is always fitting, whe-
ther in the beginning or at the end of your
presentation, and stories can be added to
almost any context.

fictitious hero. For example, let the hero use
your products or services and experience
radical changes that awaken the audience’s
fantasies about the possibilities your
products and services can provide.
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LEAD THEM TO
A CLIFFHANGER

CREATE A VISUAL

SCENE FOR YOUR TOPIC




THINK ABOUT THE

TEMPLATE LAYOUTS




VALUE

SIMPLICITY

DON'T USE

BULLET POINTS




TRY THE

TWITTER TRICK

We found an easy method to keep your texts  too long. Check your content on every slide
short so that you don't overwhelm your to see if you pass the tweet test. If not, you
audience. If you can't tweet your content should reduce!

(140 characters including spaces), then it's

FIND THE

RIGHT JARGON

Your audience will quickly lose interest if they ~ Choose vocabulary that the audience can
cannot understand your jargon. connect with and comprehend.
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TAKE YOUR
ENTHUSIASM ON STAGE

USE QUOTES




FORM QUESTIONS

BE CONSISTENT




You want the audience to remember valuable them, and remind them what you just told
content so don't be shy about mentioning them. In this way, you will plant your central
significant points several times. Tell your message in the heads of the audience.
audience what you will be talking about, tell

Before your presentation, get feedback from  and other aspects. You will see that they will
others. Ask trusted friends from your net- find mistakes that you would probably have
work to look through your presentation and never noticed.

check for grammar, spelling, context, design
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: ! : ; SHORTEN YOUR CONTENT

The secret to a good writer is that the text Write everything down first and then keep
is shortened to what's essential. Most likely, cutting out information until you have the
you'll only need half of what you put together.  most important points. Less is more!

CREATE A
MOTIVATIONALCALLTOACTION

A call to action tells your audience exactly Always make certain that your presentation
what they should do after they have listened has a call to action; otherwise, your presen-
to you. It could be anything like “Become tation will likely be soon forgotten after the
an investor,” “buy now,” “call us now,” etc. audience leaves the room.
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Your last slide serves two purposes: it leads Q&A session. Make sure the last slide has
your audience to a clear call to action or more than a “thank you,” and provokes the
makes a good transition to a discussion or audience to remember your key message.
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TIPS FORABETTER

PRESENTATION DESIGN




CREATE
CLEAN SLIDES

TAILOR YOUR DESIGN TO

YOUR TARGET AUDIENCE




FIND

MATCHING COLORS

CREATE
A COLOR PALETTE




USE HIGH

RESOLUTION PICTURES

APPLY THE
RULE OF THIRDS




STOCK PHOTO DO’S

STOCK PHOTOS DON'TS




USE THE

LESSIG METHOD

APPLY THE
TAKAHASHI METHOD




A LOOK AT THE
KAWASAKI METHOD

A LOOK AT THE

KAWASAKI METHOD




AVOID

VISUAL CLICHES

PRESENT
INFORMATIONMEANINGFULLY




MAKE

CREATIVE LISTS

LET'S
TALK ICONS




USE CHARTS
AND DIAGRAMS SPARINGLY

VARY POSITIONING




PRIORITIZE

YOUR CONTENT

INCREASE THE CONTRAST




WITH ACCENT COLORS
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THINK BIG




USE A
MOOD BOARD

PAY ATTENTION TO THE THE FILE

OF VIDEOS AND PICTURES




ASK FOR HELP!

PERFECTCONTENTAND

DESIGNFORYOURPRESENTATION
|




Take advantage of our
Corporate Service:

www.presentationload.de/agentur

PresentationLoad GmbH

Rheinstr. 15
55283 Nierstein
Germany

Tel: +49 (0) 6133 57 86 700
Fax: +49 (0) 6133 57 86 709

support@presentationload.de
www.presentationload.de
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