
Presentation Delivery & Method Outline (template)

Group member names (in romanji, student #):

Presentation Delivery Points:

Posture

Eye Contact

Gesture

Stage position

Projection

Enunciation

Intonation

Phrasing

(Source: Stafford, M. D. (2012). Successful Presentations: An Interactive Guide. Cengage Learning. )
~~~

Presentation Method:

Memorize

Speak from notes

Read a script

Extemporaneous

(Richard Wilcox, 2014, http://wilcoxrb99.wordpress.com/student-outlines/, All rights reserved)



Presentation Delivery & Method Outline (example and explanation)

The purpose of the Presentation Delivery and Method outline is to consider and learn about the formal 
qualities of speaking in public, and to choose the most appropriate method for you and your group.

Presentation Delivery & Method Purpose:
1) To practice speaking in public
2) To enjoy effectively communicating with an audience
3) To improve formal speaking skills

In the following points below, with your classmates decide what “to do” and what “not to do” in 
regards to the delivery. Examples of some “do's” and “don'ts” listed below. Write down examples from 
your own script on the template.

Presentation delivery points:

Posture: 
DO: Face the audience, relax shoulders but stand straight
DON'T: Swaying or leaning to one side, itch your head

Eye contact:
DO: Make eye contact with audience, Look at different people in different parts of the room
DON'T: Look at ceiling of floor, Speak while facing the board/screen

Gestures:
DO: Make appropriate, natural gestures
DON'T: Stand stiff as a board, make silly or exaggerated gestures

Stage position:
DO: Find a comfortable place to stand but move around a bit too
DON'T: Walk around nervously or stumble

Projection: 
DO: Breath deeply and speak from the lower diaphragm (lower chest- upper stomach area), speak loud 
enough for everyone to hear
DON'T: talk too softly or shout
Enunciation:
DO: Speak slowly, check pronunciation, exaggerate mouth, lip and tongue movements
DON'T: Speak fast, mumble or blend words

Intonation: 
DO: Stress content words and important concepts
DON'T: Rely on katakana or Japanese, use flat robot intonation
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Phrasing: 
DO: Pause briefly between sentences and longer after important points
DON'T: Speak too fast or forget to emphasize important points

Source: Stafford, M. D. (2012). Successful Presentations: An Interactive Guide. Cengage Learning. 

(Now, practice the above points using your presentation script. You can practice in front of a mirror, 
record yourself on your computer if you have audio or visual functions, or have a classmate watch.)

-----

Presentation method: 

Speak from memory (memorize):  

This is difficult to do but can reap wonderful results. You can rely on notes in case your forget 
something.

Speak from notes: 

This method is the most realistic. Remember to read the note silently, look up and speak,  read silently, 
look up and speak and so on.

Read from a script: 

Although not the ideal method, this is acceptable as long as students remember not to robotically read 
the script while ignoring the audience. Make sure you pause at appropriate times to look at the audience 
and make eye contact, gestures and so on.

Extemporaneous: 

This method is NOT recommended, even for native speakers. You can forget things and get lost. There 
are very few who can improvise effectively, Robin Williams was one of the funniest!

(Practice these methods and see which one fits you best. Check off the method you will use on your 
template.)
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(Richard Wilcox, 2014, http://wilcoxrb99.wordpress.com/student-outlines/, All rights reserved)


