
What makes a good presentation? Some guidelines 
 

I. PREPARATION 

i) Start reading relevant literature well before your talk 

ii) If your presentation summarizes a text, structure the text serving as the basis of your 
presentation; ask (and answer) questions such as: 

 What are crucial questions that come to mind when you read the text? (e.g. major linguistic 
phenomenon/-a under consideration, nature of data, method(s), theoretical approach, nature 
of the text: e.g. research article, survey article, metastudy) 

 (How) does the author answer these questions? 
 How do the issues discussed in the text connect up with other issues we talked about/you 

read about? 
 What is the most interesting result of the studies reported in the article? What is the most 

interesting claim put forward by the author(s)? 
 Why are these results/claims important? 
 Can you think of interesting examples illustrating the author's points or intriguing 

implications of their work? 

iii) Practise your talk to find out ... 

 where there are problems with your examples, definitions etc. 
 where you lose your way 
 the right words to explain things 
 how much time each part of your talk takes 

 
II. HANDOUTS, TRANSPARENCIES & TEXT ON THE BOARD 

 Text on slides or handouts should be kept simple and short 
o avoid writing full sentences 
o use lay-out to connect sentences rather than conjunctions (e.g. phrases linked by and 

or or can be put in a list of "bulleted" items; use arrows for therefore, so, etc.) 

 Content of handouts: 
o main points of your presentation (not complete text) 
o examples (which should be numbered), simplifying figures/graphs/tables 
o don't forget the references (if applicable) 

 Avoid items/paragraphs of more than two lines 
 Check wording, grammar, spelling 
 Mind the font size (minimum font size for transparencies: 14pt; for PowerPoint: 18pt) 
 Useful division of tasks between handout and transparency 
 Length of handout: maximum 4 pages, whenever possible shorter 
 Optional: provide separately 

a) a set of up to 6 major study questions serving as a key to understanding/recalling the text, 
and  
b) a data sheet helping the audience to apply major terminological distinctions introduced in 
the text presented 

 



III. GIVING THE TALK 

1. Structure your talk 
o Introduction: topic / problem to be discussed 

→ give an example which arouses hearers' interest/explains why the topic is 
important 
→ overview of the structure of your talk 

o Discussion of major issues 
o Possibly: analysis and evaluation of the author's approach/claims, etc. 

→ e.g. compare the theory/claims/results, etc. to other theories/claims/results you 
read about 

o At the end: (re)state your main message; brief summary; ask for questions 
2. Appropriate speed; stop in time but don't hurry 
3. Speak up 
4. Keep visual contact with the (whole) audience 
5. Don't sit down! 
6. Do not try to stuff too much information in your talk 
7. Give examples 
8. Optional: prepare visual aids in addition to the handout (board, computer presentations) 
9. Carefully plan the division of tasks between your oral presentation, the handout and 

additional visual aids you may be using 
10. Explain all necessary concepts when they are discussed (unless you can expect the audience 

to be familiar with them) 
11. SAY IT IN YOUR OWN WORDS; simple sentence structure 
12. Length: 10-20 min. (unless indicated otherwise) 
13. Focus on what you have understood 
14. Only if a textbook is used in class: focus on what is of news value in the text you are 

presenting compared with the background reading from the textbook 

 
IV. CRITERIA FOR EVALUATION 

 Content 
 Structure 
 Time management 
 Manner of presentation & language 
 Handout 

Feedback: during the session immediately after the presentation; alternatively: ask your professor 
after the session in which you have given your presentation, or during the office hours 

 
V. GENERAL ADVICE & REQUIREMENTS 

 Should you have problems with your text, see your professor! 
 You are required to send your professor a copy (near-final draft) of the handout at least 1 

week before the presentation 
 Unless you make your handout available in advance (e.g. via ILIAS), bring one copy for 

each of your fellow students as well as one for your professor 

 

 



 

 

 

 


