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Presentation Preparation Tips 

  
Presentation preparation is the key to being memorable. 

Follow these presentation preparation tips and make your 

PowerPoint stand out from the crowd 
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Good preparation is essential to the success of engaging, memorable PowerPoint presentations. 

Every preliminary measure short of delivery can be classed as presentation preparation. 

Typically, there are three key stages in the presentation preparation process: 

Production > Practice > Rehearsal 

Production, obvious as it may seem, is the fundamental first stage. Only when you have 

all of the content necessary to present your case can you move on in the presentation 

preparation process. 

A lot of people blur the lines between practice and rehearsal.  Practice is something 

done prior to delivery that will improve your presentation. Going over your material, 

familiarising yourself with specific sections and so on. Working on particular elements, such as 

a script for the opening, is practice.  

Rehearsal, on the other hand, is the act of delivering a performance as if it were 

genuine (i.e. from start to finish) but not in front of the intended audience. Put simply, a 

rehearsal is a real-time, final stage performance of the material that you have a) produced and 

b) practiced. Here are some top presentation preparation tips that, if followed, will improve 

your future PowerPoint presentations from page to stage: 
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Active Presence is a niche communications consultancy that 

improves B2B communication. 

Specialising in Confident Persuasive Presenting and Delivering 

Memorable PowerPoint, our bespoke communication programmes 

give you the confidence to perform more effectively, outstrip your 

competition and win more business. Effective Meeting Facilitation 

enables you to better engage while keeping your projects on 

schedule and within budget. 

Working from fully equipped studios in NW England and using the 

very latest technology, our online learning environment, YouRecall, 

provides a unique delivery platform that adds real value to your 

organisation in a pragmatic and structured way. 

Managing Director, Chris Davidson, is a respected speaker, 

broadcaster and author. In 2010 his book, Successful Speaking 

Secrets Quick Reference, won the International Book Award in Los 

Angeles. With more than 10 years’ experience helping businesses to 

better communicate, Chris can provide customised training and 

development for all areas of presenting.  

Get in touch today for a programme tailored to your needs. 
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Practice begins as a paper exercise. It is essential to ensure that the objectives of your 

performance meet the measurable expectations of your audience. Check that your objectives 

are reflected in your script and supporting graphics. Check that your script triggers graphics at 

exactly the right time for maximum audience impact. Check that you have your script marked 

up for points of emphasis, conflict, climax, and resolution. Make sure that you know when you 

should be speaking louder and when you should be speaking softer. Make sure that you've 

allocated enough pause time for the audience to decode and assimilate your message.  

You should practice the first 200 words of your presentation (approximately) until they 

are committed to memory. Similarly, you should be reasonably tight with your close, so that 

upon the words, “…and so in conclusion ladies and gentlemen…” you know precisely how the 

remaining 30 seconds or so should go.  

For your opening and closing segments, make sure that your words are unequivocally 

linked to your presence on stage – make sure that you know where you're going to stand when 

you deliver the bookend remarks. If your performance lends yourself to the format, why not 

deliver the open and close from exactly the same physical position on stage?  

The most valuable aspect of effective rehearsal is to run from start to finish, without 

pause – regardless of how many things go wrong – just keep going, (there’s no audience there 

so it doesn’t matter). Knowing what worked and what didn’t on a full run through will feed 

back directly to the practice stage. You’ll know what work is needed and where. Also, 

rehearsing might give you additional ideas in terms of producing content that lends itself 

particularly well to the performance. 
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