	Checklist I: 
Preparing your presentation (                      
( Make separate note cards of each point you want to make and number them in the correct order
( Prepare an overview of your presentation for the audience
( Check the pronunciation of difficult words with you teacher
( Be ready to explain unknown or difficult expressions 
( Make a list of all the items you need 
( Have all your materials ready and check them again well before you start
( Learn the opening and the conclusion by heart

( Practise your talk mentally and aloud several times …
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	Checklist II: 
Using visuals & presentation aids  (           
( Use visuals/other aids to make your talk more interesting and to help your audience to understand and remember better

( Don’t distract the audience by using too many visuals and other materials
( Use handouts for any information, that you want your listeners to understand exactly, to work with or to keep after your talk

( Use overhead transparencies or the board to outline the structure of your talk or to summarize the most important points

( Prepare a mindmap to structure your talk and use it while you are talking
( Use pictures, sounds and/or objects to demonstrate an important point you wish to make

( Use a (laser)pointer to refer to your visuals
…

	Checklist III: 
Body language & gestures (
( Dress appropriately

( Take a deep breath before you start

( Make and keep eye contact with some of the listeners
( Look at the audience and speak to them not at them
( Speak with a pleasant expression on your face

( Show your interest for the topic in your gestures and facial expressions

( Don’t move around too much

( Don’t rock while you are speaking

( Hold something in your hands to avoid or reduce signs of nervousness
( Use occasional arm movements to stress an important point

( Use your head and your facial expressions to make/stress a point
( Speak slowly and clearly

( Let your voice go up and down in volume …
	Checklist IV:
0rganizing your presentation (
( Work out something special to get the listeners´ attention, i.e. a joke or an object 

( Start your presentation by explaining your topic and the structure of your talk

( If you are a team, introduce the members of the team and their tasks

( Tell the listeners when you are about to go on to a new point

( Use expressions to help your listeners to follow you 
( If you get lost or make a mistake, start again
( Give the listeners time to follow and to think about what you say

( Sum up every important part of your talk and sum up your talk in the end
( Make sure the audience knows what you want them to know at the end of your talk, i.e. by preparing a set of questions or a puzzle

…


Material 2: Checklisten I-IV zur Vorbereitung und Durchführung von Präsentationen
 und zur Beobachtung und Einschätzung von Präsentationen
