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This leaflet will give you some very useful suggestions for 

how to write a coherent presentation that will be easy for 

your audience to understand, and easy for you to stand 

up and give. You’ll find more ideas and PowerPoint 

templates in the online tutorial. 

 

Remember that you can get lots of study tips and 

resources from succeed@solent on myCourse. 

 
 

Where do you start? 
 
Make sure you are completely clear on what it is your 
tutor wants you to do for this presentation. Then 
consider where your content is coming from:  

• Are you reporting research?  

• Are you reporting a process you are familiar with?  

Make sure you know the key message of your 
presentation. Brainstorm around your key message. 
Start to build up supporting ideas here. 
 
The key message 

Every presentation is aimed at telling the audience 
something, that something can be boiled down to a key 
message. Decide early on what the message of your 
presentation is. Think about these questions: 

• Why are you giving the presentation? 

• What is your aim? 

• What do you want the audience to understand? 

• If you had to explain your presentation in one 
statement, what would that be? 

 
Grab attention 

Speak clearly, confidently and get your key message 
across right from the start of the presentation – what is 
it you are going to talk about? 
 

Presentation structure 
 
Introduction, Main Body, Summary 

1. Say what you are going to say – Introduction 
2. Say it – Main Body 
3. Say it again – Summary 

The introduction helps your audience anticipate what 
they will hear, which then makes it easier to follow.  
Your summary serves as a recap, drawing all the main 
points back together again. 
 

 
Sections, Headings and Slides 
 
Think about the presentation slide as the basic element 
of your presentation structure.  

� The introduction slide shows the section titles 
� One bullet point for each section 
� Repeat these titles as slide headings in the main 

body 
� Put all of your slide content in short, clear 

statements or phrases  
� Rephrase the main ideas in your summary slide 

 
Signposts and Flag-waving 
 
When you are planning and writing the content of your 
presentation, really think about what the links are 
between the different parts of your presentation. Think 
of the signposting language you can use to link each 
part together. Generally, when you move from one slide 
to the next, you should able to use a phrase that shows 
the connection between the two. For example: 
 

The next main topic I want to explain is... 
To give you some examples of what I just described, 

take a look at this... 
Let’s look at the opposite side of this argument. 

 
Don’t be embarrassed about being really obvious in 
stating the links. What you need to do is to state the 
connections like you are waving a flag in the face of the 
audience. Really show it to them; hold it up; make it 
clear; say it loud. 
 

 

How to succeed@scripting presentations 

* An example of a well-designed, easy-to-read presentation slide 
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Flashcard notes 
 
Making flashcard notes 
 
A ‘flash card’ is a small piece of card you hold in your 
hand and glance at quickly to take in information.  
 
You can use index cards or take a sheet of A4 card and 
cut it into quarters – that’s the perfect size.   
 
Important features of a flash-card: 
 

� Large, bold writing 
� Written in bullet points 
� Use key words or short statements 
� No more than six lines of writing 
� You must be able to read it with a quick glance 

 
Alternately, if you use PowerPoint to make presentation 
slides (and if you’ve done a good job), you can print 
your slides in just the right size for flash cards.  Use the 
print function and choose to print your PowerPoint 
slides as handouts.  Select ‘slides per page’ as 2. If you 
cut out the individual slides, you should have pretty 
much perfect-sized flash cards (even better if you print 
them on thick paper or card). Provided you have 
followed the tips for making presentation slides in this 
leaflet, you should have easy-to-read prompts that 
match what your audience looks at on the screen. 
 
Using flash cards 
 
A few quick tips on using flash cards: 
 

� Print them on card so that they do not curl or 
get damaged easily. 

� Number them. 
� Make sure they are in the correct order before 

you start 
� Hold them fairly low – just below chest-height 

should be fine (but make sure you can still read 
them down there). 

� Never hold them in front of your face. 
� Glance quickly at the card to take the 

information you need. 
� When you get to the end of a card, move it to 

the back of the pile in your hands. 
� When you move from one card to the next it 

should be a transition point, i.e. a point where 
you can say ‘Now I would like to move on to...’ 

� Have a final card that says ‘Any questions’ so 
that you know you have reached the end of the 
presentation and it’s time to take questions 
from your audience. 

 
And finally, make sure that you have learned and 
practised your presentation so that your flash card 
‘prompts’ can be just exactly that – allowing you to talk 
freely and confidently.  

 

  

Presentation slides 
 
Amount of text on a presentation slide 

� Have no more than six lines of text per slide 
� Have a short, clear heading separate from the 

rest of the text 
� Use short phrases or very short statements, 

rather than long sentences  
� Use a large font 

 
One idea per slide 

� Have only one main idea on each slide 
� State your main idea in the heading 
� Make sure that each bullet point relates to the 

main idea 
� If you cannot fit all your supporting points on 

one slide then move on to another. You can use 
a continued heading (e.g. ‘Presentation Style 
cont.’) 

 
Slides as prompts 

� Write short phrases, or 
� Write very brief sentences 
� Make sure the meaning of the content is obvious 
� Use the bullet points as notes or prompts – for 

you and for the audience 
 
Colour and fonts 

� Have colours with high contrast – dark colours 
on white are good, or try using white or pale 
yellow on a dark blue background 

� Stick to just two colours for text – one for 
heading and one for bullets 

� Use simple fonts (sans serif are better – the ones 
without swirls and decoration) 

� Use only one or two fonts on each slide 
� Don’t use all caps on a slide! 
 

Sounds, pictures and animation 

� Choose pictures that add to the content of what 
you are saying 

� Don’t use animation – unless it is part of what 
you are talking about 

� Don’t use sounds – unless they are part of your 
presentation 

 
 

 

Further help 

 
In succeed@solent you will find the following to help 
you write your essays: 
 

Downloadable PowerPoint templates 
How to succeed@preparing presentations 
How to succeed@giving presentations 

How to succeed@writing well 

 


