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Presentation Guidelines and Common Mistakes
1. Provide an outline or other summary notes as handouts. This gives the members of the audience a chance to listen and take notes -- without having to write an excessive amount.

2. Know your subject. Do not read a speech from note cards or other paper.
It is OK to consult notes from time to time, but don’t read your presentation (word for word) to the class. You are to tell the class about your topic. You may identify traps or planning ideas, explain the law that can be used to save tax, note challenges in designing an effective tax plan, provide guidelines for those who will face the issues, etc. You should have enough expertise on your subject to relax and explain the important points.
3. Talk loudly enough, and slowly enough for your audience to hear you and understand you.
4. Be happy, maybe even excited about your topic. Sometimes a person communicates very clearly to the audience the following message: “I don’t want to be up here and I am just trying to get this over with.”  Listening to a person with that attitude is unreasonable punishment for class members. If you are enthusiastic about your topic, the members of the audience will pay closer attention to what you are saying.
5. Anticipate questions (and answers). Think about the types of questions that may be asked by someone who has never read anything about your topic. Be ready to answer those questions.
6. How does your topic relate to other tax planning strategies?  For example, a person presenting a paper on involuntary conversions may illustrate how these transactions are similar to (or different from) like-kind exchanges. Help class members relate your topic to what they already know.
7. Don’t assume that members of class know as much as you know about your topic. In one class a presenter said “I know you are all familiar with this topic so I will make it quick so you can get home and watch the ball game.” Then the presenter gave a very brief overview of the topic and sat down. That was not an acceptable presentation. Remember that other class members have been researching topics that are very different from yours. They don’t know much about your topic, or at least that is a safe assumption. It is your job to educate them. If someone does know a lot about your topic, that person may find your presentation to be a good review.
8. Make sure your slides can be read by the audience. Generally a slide should not have more than six to 10 lines. The font should be big enough for class members to read the words. For example, displaying a graphic of a full page tax return is often a waste of time because nobody can read the words. If you place too much information on a page, you defeat your purpose.
9. Use Examples. You may think the audience will understand your topic if you just explain the rules. Think again. An example is often needed to make sure a tax trap, tax planning idea, etc. is understood by the audience. It is often a big mistake to fail to use examples. Dollar amounts in examples should be small amounts. You can often develop examples that have dollar amounts that are smaller than 10, certainly smaller than 100. Members of the audience should not need calculators if your numbers are small.
10. Audience Involvement. You can enhance the learning process for your audience if you ask them short questions about what you are discussing. Maybe even let them arrive at an answer.

11. Consider carefully the contrast of colors in the PowerPoint presentation. For example, orange and red may bleed together. Yellow may be seen as white, depending on the projection system.
12. Don’t turn you back to the audience and read from your PowerPoint slides. You can read some items from the slides for emphasis, but in general the slides provide an outline and you provide more details.

13. Don’t be guilty of nervous habits:
Saying ahh ahh
Saying: “you know” a thousand times
Pacing the floor
Rattling coins or key in your pocket
Tapping your hand or pencil on the desk as in beating a drum
14. Use care when using jokes or humor. Humor can add a lot to a presentation, but if you find yourself working for the laughs, you may also find that you fail to communicate the essential material in your paper. Of course –never, never, never – tell jokes that offend others because they involve sex, race, ethnic groups, religion, etc.
