Tips for Preparing Oral Presentation
Association of Mid-Atlantic Aquatic Biologists – Annual Meeting, Cacapon St. Park, WV
Note: Presenters are allotted 15 minutes (maximum) for their presentation plus 5 minutes for questions.
1. Decide ahead of time on the essential (two or three) points you want to get across and limit your talk to these.

2. Be conservative and realistic about what you include; avoid the temptation to pack everything you’ve done into your presentation. Talks nearly always run longer than one anticipates; therefore, rehearse and know just how long your talk is.  

3. Legibility and clarity are very important.  Keep slides/frames simple with lettering large enough to be viewed at a distance.  This is particularly important at Cacapon on Wednesday when the room used is unusually large with many people sitting in the back some distance from the screen.  

4. Although lettering should be minimal and clear, sufficient information should be included to render a slide completely self-explanatory (e.g., descriptive title, axes labeled, legend, etc.).  The audience should be able to grasp the main idea of a slide within 15 seconds.

5. Use symbols on maps and graphs that can be easily seen and distinguished.

6. On text-only slides, stress economy.  Use short phrases, not complete sentences.  The speaker can always expand on any one point.  Speakers should avoid using slides loaded with text and then reading those slides to the audience.

7. Often one idea per slide is the most effective form of presentation

8. USING ALL CAPITAL LETTERS CREATES HARD-TO-READ TEXT.

9. Remember not all attendees are equally knowledgeable in all topics.  Your own familiarity with your topic is probably your greatest liability.  It can often cause you to overestimate the audience’s ability to understand your presentation. Use of unexplained acronyms and specialized technical jargon are just two examples.

10. Leave time for Questions.  Better to end early, than run too long.

11. When asked a question, please repeat the question for all those who could not hear the questioner.  Here again consider the space. If the room is large, as it will be at Cacapon on Wednesday, it’s likely everyone did not hear the question. 

12. Although this is basic, it’s always worth repeating. Presentations should contain the following essentials:











Why was the project undertaken?
What was done?

What was learned?

What does it mean?

