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Specification$ ' .. . N

* Training Objectives ~ . ‘ . . . ’

. Following this guide exactly, the studént wlll be able to perform the
following steps in the preparation of a lecture:
_ 1. Analyze the lecture situations : '
2¢ Vrite an obJectlve 7
- . ¢ 3. Write an outline so: ‘that the lecture will meet the objective
’ ,conditions of the situation. . .
. 4. Select and evaluate presentation aids; if needed,
substitute aids in case of emergency.
5. Prepare for possible time changes.
6. Prepare for a question-answer session.
7. Write a summary for distribution.

and pla

.

+  Primary Trainee Population

, Professional Public Health personnel who are occasibnally required -to
»  give a lecture on their professional activities,
; M- -

Secondary Trainee Population . , ..
Anfbne interested in preparing lectures wﬁb is eompetent in the following:
. -1. data collection 4 ,

v e ¢ . 2. English grammar

i 3. outlining

»

Individualization Provided 5 ’ >

The student may proceed at his best rate (there is no time limit).

Depending upon his experience and the conditions of the lecture situation,
the student may skip certaif parts of the guide when so ‘instructed.

4 3
g Approximate Study Time . .
' A studegk using this guide should take from 4 to 10 hours to prepare a lecture; -
the time will depend upon the'experience of the student in presentatlon
. " procedures, his knowledge of the subJect and the COHdltlQﬁS -of the Iecture
. situation. , ¥ ] .
: -
- RestrLctlons and Limitations . ' -
[ This gulde does not ensure that the student will.., * h
Be able to prepare, obtain, ‘or present aids.
; 2., Be able to prepare subsequent presentations without using this guide. -
? _ 3. Be able'to overcome emotional and psychological handicaps that

W

; . interfere with public speaking. T,
' 4. Be able to adapt the lecture outline at the time of the presentatlon to
£fi't unexpected changes in the lecture situatidn.
5. Be able to reach a lecture objective requiring audience part1C1pat10n
,other than quegﬁlon ‘answering. e s

s

|
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Results of Field Demonstratioﬁs . .

Flela demonstrations were held in conjunction with Course No. 621, "Train-
1ng Metifods and Aids," sponsored by the Training Methods Develgpment
Section, Communicable Disease Center, and conducted by the Guide's Cur-
riculum Authority and SubJect—Matter Specialist. The course was taught in
Dallas, Houston, and Austmn, Texas. Students were in Public Health or
other health—related professlons ’ ’
.. -

Each course registrant was sent a copy oﬁ the Guide, including the Situation
Analysis WOrksheet, before the cpurse started. The covering letter stated
that -each participant. (student) would be expected to” present a 10-minute -
lecture‘on a topic of his choige sometime‘during the course.

4 .
Each student was asked to recoxd his time spent u§1ng the Gulde ‘(exclu-~
sive of time spent on researchjand typing the final draft) and to turne . |
in the time record, Guidey Sit tion Analysis WOrksheet and a copy of

-

the" lecture when he reported for the course. . . ’ ;

’ -

Thirty—six students prepared a lecture, turned in a c6py as requested, an!
presented the lecture. Of these 24 followed the Guide as instructed, eight
used parts of' the Guide or read it and then prepared a lecture "from memdry,"
and four did not usg the Guide at all. These statistics are based on written ‘
notes by the various studentS“and/or statements from the .course directors.
Each lecture was evaluated on- the basis of a checklist that allowed fog !
variations in situations for which the lectures were prepared. The maxi um '
score was 1,000; 800 of the possible points applied directly to rhe legjfure
(1ntfoduct10n body, and conclusion), and the remain1ng 200 points ap lied '
to related‘items such as plang for emergencies and statements of specigﬁc
conditions of the lecture situdation ‘(as shown on. the Situation Analys:g
WOrksheet). V

] %
No pre-Guide lectures were avallable from these students. However, a devel~
opmehtal draft &f the Guidefﬁas used in conjunction with the presentagion of
Course No. 631, h”Developmentgof Teaching Presentations" (Training Methods
Development Section, Communi¢able Disease Center; same course director),
Cincinnati, Ohio, and ,both pyre- and post-Guide lectures were availablg from
those students. Since the squdents in Ohio were more specialized (10 ﬁersons

in teacher-oriented professions) and ‘had had mbre experience prepar1ng lectures

than the Texas groups, we assume that pre-Guide scores for the Texas students
would be the same as or loifr than the Ohio students' scores. E o

Aruitoxt provia c .
: -

WL W




o *a

M
e N ~ . Y
. . y :
. M - tA A - .
. : . L. *sanoy # :(s3juspnis TTe) 9PTINH dYl Inoyitm swril uorieiedsad pajewrisy |,
. N - *2an3297 9pEnH-2ad ,sjuspnis oryQ WoXgxyx
T N i ’ ‘ *33eap Teutr3y adA3 o3 2wrl pue SUT] YDIBISDI JO IATSNTIXAx
- . N ° . ~ 8
- (o R
> . - .
L0 . 40, %6S-v€]  %ST1¥ Y i 0 dnoay
e~ A
=:ﬁ= ¢ 1y 9 - urw Q% 1y o urw €7 1y % %68-9% A A A 8 Teliol
. uTw Of 1Yy # ° - UTW 6% Ay F | UTwW Qf 1Y ¢ Z08-9% %€9 [4 €
N dnoa
utw 6¢ A4 9 - uTw 0% Iy 0 | uTW SG IY g | Z68-CS 290 Y < g - 0
. uTw 0 Iy ¢ - uTw o¢ Iy ¢ [uTW GT Iy ¢ | Z€L-/[Y, 709 [4 T T9a97 .
%CL=9Y %09 OT [|uTwgr a1y T — uTw QT Iy T | UTW €6 Y ¥ | %66-9L %58 " ¥T . Teaol-
%ZS9-1S %6S L |PUTw G 2y T ~ UTw 06 Iy g [ uTw ¢¢ 1Y G| %€6-9/ Ze8 0T £
XZL=9% %19 €|Ufw 0 XU 1 - UTW 0 34 7 | UT6 %¢ 14 % | %96-08]| 7568 | 9 Z v dneas
4 utw 0 Ay 8 - UTW QT Y T | uTw €6 Iy 4| %66-LL %5768 8 T Toa91 .
mwcm.u ueTpau - . op ‘aduea ueTpau 23uea cm,w pau ‘o
- ¥xSTY00S ISTT-TUd | - ¥AQIN9 N0 GHIL STE00S Isdi-Lsod | % | SINAALLS |
> v ‘ . X . .
LN ) . ) ' - .
;.ps . *239 “a3Yopa] ‘I3UTeI3 ‘I3INJOIT SeB 310w I0 IARIK T--¢ 3 o~
(oousraadXa jo jeak T ueyjl sso] 10) suoriejusasaad TBUOTSBID0~~7
- uoT3viussaad 21n3037 UT IOUSTIIdXD m:o..m>mua Oou——1 378a37°
. ‘ ’ 9pPINH 93l 3SN jJou PTP OUYM SIUIPNIS 4 1D dnoyon |
. 2pTNy 9yl peda %Hco 10 jo suotjiod pasn oym sS3juapnis g :d dnoys ) -
. . Ve 3PT N9 dY3 PRSN OyM SIUIPNIS T - IV _JNOYD \vmm\ |
e e 8™ . . * - H :
- : - + Burd - Loy~ H ¢
. ; rdnoxy oz A Em J

L



* 3
.
. . . . . - < |
s - .
v . ~ - N ?
v N LY . A4
- - - -\
. *
B . . .
» ¢ i L4
~ - Ay
- A ~ . »
.
. - 9
:
“ - 4 re .
.
- A . -
IS -~ * . - P
4 . - Y . N . <
s |
- - N s ~ '
. s e . aF . ‘
.’ 3 N . ). 4 . 8 -
i " - p—
. -~ =
* , <
“e -
4 ! -
N -
. -
.
- ~ \ . . - -
- . .
. v ‘ .
~ . o~ - » 0 0
N N hd © < * 0 . ‘
£l L] ] 1
- N ‘
\ 5 . . . -
- . . - « -
, ’ a5 . . e O < .
) CONTENTS T ) :
. e ‘ s ' .
N, 4 - -
N . . . , ~ pade .
H v

. L *  PREFACE : cel N
. , . HOW TO USE THIS GU[DE PN . . ‘. v
. INTROBUCTION TO LECTURE PREPARATION .. vii - ", v
) ) 1. Anclyze the situation .. ... .. .. S 1 o
. ’ . .-
2. Tormulote an objective . ... ... .. .. e 7 e

- / + 3. Choosea'title. . . ........... e .. 9
< Outline the body e b e 10-




PREFACE . 5

This Leture Preparation Guide was designed to be used by studer}ts taking

N Course No. 631, “‘Development of Teaching Presentations,”” which 1s put on by

the Traiming Branch’s Training Methods Umit at the Communicable Disease Cen-

ter. in Atlanta aﬁ\d in the field The gulde 1s now being made generally available

¢ because the number of requests from various public health departments for the

coursé to be presented increases each year, and 1t.1s impossible for the Training
Methods Unit staff to fill all of them. . .

Part of the mis'sion of the Trau;mg Methods Unit 15 to help state and local health

departments develop their own training courses. The Lecture Preparation Guidc

can now be incorporated in their teaching-presentation-development courses And ™

"sinceé the guide 1s self-instructional, 1t will be & useful tool not only for students

who attend formal traininig sessions, but also for thuse who must work on their

own to develop presentations. .
¢ . " \(
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HOW TO USE TH(S GUIDE | L

-~
7 .

. . e .
This pook’et ‘contains detailea mstfuctions for you to tollow every time you pre-,

« pare alecgre Its purpose 1s togude not to teach or test
«~

s " ' ¥
, . ¢

{he material 1s “Lranchea™ to enable ou to skip all‘but those pages that relate
" specitically to the condrtions ot vour'lecture You must do'everything you are told
10 du Ut a-page 1l q0ou have been directed there, BUTread the .page completely
before wou de”any oWhe work called for, sou-tk be told when to start
Besides this guide. gou will need onf3 « Ppen or peﬁcxl' and plenty of paper to.
L€

» - L
- .
P A L -
N . 3
v » A M +

I . -

prepare your lecture
’ T

“ .

. REMEMBER:- * - : | , L

Read carefully -

- . oo s N
Finish reading vach pare completely betore doing the work called for
=

b Y " N .

. -

Skip when and onl}. u}fvn‘you a(.'e told to ship

. %

“ . N o .,
Do what sou are told to do when you are told to do 1t :

)

—
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. you have a glear purpose and the means of expressmg yourself

- ’ - . .

INTRODUCTION TO LECTURE PREPARATION - :

This 1s one of the few pages 1n this gurde that .won’t tell you to do anythmg-)ust
telax and read 1t to_ get a capsule 1dea of where you ere going and what you will

be doing later. . - N . <

)
- .
»
-

- P 5 -

The first rule for you#to follow to be a good 'lecturer 1s know what you are talkmg
_about. and to know *what you aré going to talk about you must plan ahead. Propes
preparatron sharpens your focus on the real _purpose of your lecture and delivers

you from the temptation to m)ect 1nterestmg but extraneous information Propeeé/

preparatro,n furnishes you with words ch‘osen carefully ahead of time. not skimm
oft fhe top of your "head on the-spur of the thoment. Proper prepara'ron gives you -~
an added advantage confidence and stagé presence that comes frdm knowmg

4

.
-

Th{e grrst step In prepanng a prgsentation 1s to analyze the.srtuanon by ques-
tioning the mdr,vidual who requested thé speech, ¢o find out the-purposg he has 1n
mind, ds_well as specific facts about the audienge, the spons$oring.organization,
and the'lecture hall. . ‘ . -

- -

v N e M : -
The‘next step is to write out the objectrve for your lecture, based Tn the sttuation’
analysss to be sure that the lecture will fulfill the needs of the requesting agent,

the sponsormg group, and the audience. .

.
« .

1 .
When you, know whete you want to go-your objective—the next step 1s to decide
how to get there, 1n Other words, you must select an approach to your topic and

“outline the milestones along the way to the objective. With this framework 1n

hand you can select presentatron aids and evaluate their suitability ’

[ . .
Wheh all of these things have been done, the introduction and. conclu%ron can be
written “In this case, the corclusion 1s not the end—you must rehearse, revise 1f
necessary, plan for possible emergencies, and prepare to answer questions from
the audience,

Now that you Know 1n general what steps this booklet will guide you through, tum
the page and get started .

Vi1

.

»t
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aq you po@Slbly can

1 Analyze the SItuatlon .

Befere you start preparing your.lectl_xre, you should find ‘out as much as possible
about the situation yoh'll be 1n when you actually face your audience, then you'll
be able to make yourlecture fit those conditions . You will have to call (or write)
the person who asked you to give the lecture *to obtain some of the information
There are certain facts you MUST know for all presentations, but somie informa-
tion applies only 1p certain situations You will not be able to te]l exactly what
will apply “to youf lectuse until you are far along in preparation, to avoid having
to call repeatedly and say, ‘‘Look, I forgot to ask you before but what about this
and that ©  ?""you will want to get as much nformdtion w1th one call (or letter)

‘.

. 4 . .
The types of information you reed are discussed on the next few pages, with
the less obvious redsons for getting S§me mfo;&atlén dnd some, suggestions for

the kmds of answers to obtain . \

k3 . ~

Read through the dxscuismn on pages 2-5 Each. paragraph’ is labeled, just as.
the blanks are labeled on the SITUATION ANALYS]S WORKSHEET As you finish
eddmg each page, compare the labeled paragraplis with the corresponding labeled
bNgks on’the SITUATION ANALYS!S WORKSHEET Do NOT fl” in any of the

blanks untll you ‘are told to .

Go to Ih(' next page’

- - .
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ABOUT THE LECTURE

»
L}

All ABOUI—THE.-LECTURE blanks must be-frlled in for every presentation

Date, startmg trme and length of the lecture are obvrously needed

\-Toprc The toprc must b stated specifically. Your assrgned topic mrght be any-

\ thing from ‘‘health’’ to ‘‘the polio clinic on Friday.” You could probably

. talk about the pohio climic without too much trouble, but where would you
Start talkmg about “‘health’’? You couldn’t tell any audience all aboyt health,

the toprc must be discussed with the person who asked you to speak, so that

- 1t can be limited enough to coverin the tlme'allowed

Purpose The purpose_ of your lecture will be either to INFORM (provide mforma-
tion) or to PERSUADE (msprre action) You ‘may already have & purpose in
mirid, ,but 1f not, whoever asked you to speak—club ‘president, your boss—
let’s call him Mr. So-and-So, had a specific purpose in mind. The purpose—_

N " stated, as either to INFORM or to EERSUADE will be an 1mportant factor

L throughout your preparatlon .

Y . d
¢+ . Result. The desrred result of your lecture will depend on the purpose There are,

three possrble desrred results. . .

N ¢ 4 .
If the speaker’s purpose s to INFORM the desired result will’ be for the
audreﬁce to_ . ) \ .

s v

“ ’ ¢)) be/able to talk about—they will know enough about your toprc to go
- out and tell others and answer questrons or

: " (2) be familiar with—they wilf know only enough to ask l&)glcal questions
*  and sat 1 on discussions of the topic wrthout feeling'lost. . . “

If the speaker’s purpose 1s to PERSJADE the desrred resdlt will ber for the
audience to . . )

! .
- 1

(3). take a specific action.

.

‘NO_T'E“The audience should already know how to do the action. For example,
. y
they know how*to walk or nde to a chinic where vaccinations are
given, the problem is to persuade them to actuallx go tg be vaccinated.

Fd

Question:Answer Sesston: How would you like to dlscover on arnval at the lec-
ture hall that half the allowed time is for the audrencte to ask questions or
that you will' be “under fire”’ much longer than you thought? Tt’s best to find
out early if you will be expected to anéwer questions, for how long, and
whether or not that time is included in ydur speaking time. This Guide will
help yo;u’ prepare to answer questions. Lo ‘

-

Now, review the comments on this page and look over the ABOUT-THE-LECTURE

_ /sechon on the worksheet to be sure you will be able to fill it out correctly when

.

you are tuid to. Then go to the next page. -

4
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\ uqur THEPROGRAM - e

Paftrm Progr‘am it’ S pieto know whether you're gorng to be srttrng on tlrat stage

: T wrth only therperson who'll mtroduce cyou or f ‘you I have motfe company 1n
*"your battle with the butterflies. Ana 1f you aren’t the only speaker, you’ll
want to know how you rel ate to each of the athets and the name of the series

or panel, S0 you cdn tig your own shrp to the fleet -~ . .
»

Moderator and Introducer: Names‘you 11 use 1n the presentatron will come 1n handy
now, especrally if you have trouble remembering ‘pames; you-can practice

drffrcult ‘ones a few times on Mr. So-and-So. } e
v -

Activities: If your audience is going to. be taking an after-lunch nap or thinking
about, the steak or coffee coming, you will. need to include flashes to wake
. ] them up-really hit them and force them to Listen Audrences are notorrously

‘lazy, and 1f you have to compete for their attention,” you’ll have to exért
extra effort to keep them busy hearing and thinking.

~

" . . P
ot . ' S

1 - - \ -

T Amour. THE AUDIENCE - .~ C

a %up If you

. Name: You may need to refer to the people in the audrence as

a

+Oécaston:”

“want to antagonize them Just call them by the wrong name' .

w

Why are they’ grouped together? _]'ust to hear youD Or for spme Qther

»

-

reason, such as, to get’an education,

to serve the publlc in some way, to

improwe relations between schools and parents7 The-occasion can be, used,
1 your plannrng, by relating 1t to the purpose of your legture you can *keep*

them listening.

:

g

-

>
!

R

.

Knowledge of Toprc Some members of the audrence may never have' heard of your
toprc Sounds unbelievable? It seldom occurs to us thaf somebody hasn’t’
heard of oyt specral projetts! Or”some may only have-heard the word that °

. labels your topic and not be able~to recall anything about it. On the other
hand, some of them may already know enough about the topic to talk a little
about 1t. Even if you have all three levgls in your group, you'll be able to,

N . talk at the right devel for the audience to understand you.

b
- -

Number How many people will be there? Attendar]ce should be stated 1p numbers,

. . not, for example, as ‘‘a large group.”’ To some, 20 is a large group, but some
A tmink 1t takes 100 to ke a large group. You'll feel better when you get up to. *
. talk 1f you krow .ahead of time appr0x1mately how mapy faces will Be looking

back at you. . -

The rest of the*information about the audiende will influence your choice of ex- .
amples to use, provide sources of comparisons and contrasts and indicate how
technrcal your vocabulary ean be. o

N

.

&
¢

Compare these comments with the worksheet blanks, then go to the next page.

- -
-
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s Summary Okay® If the sponsor Hoesn’t object,

ABOUT THE sr’onson

Name* Who wants you to give this talk® Mr So-and-So” Mr. So- and So’s organiza-
tion> If you know the sponsor’'s name you can tell the audience how pleased

you are that their organization-or leader—asked you to speak.

Techmques to Av oxd Some people don't like certain lecture methods—for example,

“  role-playing or seated speakers. Some don’t care what you do as long as you
getP¥the message across. If there are any lecture methods that the sponsor
doesn't like, you will do well to avoid them. .

Fér Assrstance. Some sponsors won't be able to help you much, but 1f yours can,
~ .
you will need.not only. ndmes but also phone numbers and addresses. A name

is useless if you can’t find the person to go with it~
A)
a brief summary of your leeture

(handed out after you have spoken) will help bring the audience to a high
level of retention—1f they're very interested in your topic, the summary, will
be treasured, if they're only mildly interesfed, the summary may be just the

thing to develop.a greater interest.

-
-

dChetk this information against the worksheet blanks; then go to the next page.

- -
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-
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. ABOUT THE LECTURE HALL

¢See back, of worksheet )

Location & Directions If you don’t want ta wind up 1n the wrong place, be sure

: you know where you're going. And remember to find out 1f 1t’s “‘street’’ o
) ‘.’avenue”gﬁ boulevard’ or ‘“‘court’’—some towns have a dozen “Washmg-
n’’ (or “Peachtree’’) streets with different tags B

w:s .

Seq/tmg Arrangements “will your audience be eagerly taking notes, and will t}ley
all be facing front? It depends on the seating arrangements. Remember, thoSe

/ who don’t face front may have trouble seeing you and your presentation axd,s

/ : SEATING ARRANGEMENTS ’w ~
A1 AUDIENCE “classroom’’ | “‘auditorium®’ | ‘‘conference’’ | ‘‘banquet’’ | “CJmner ’
’ all face front yes yes ' no no ' no
can take r'lotes ) yes ) no yes no r;o

-

* —

Elevation Will the audience be looking up at you? Or down on you? Or across af

you? This bit of information will tell you where you have to put presentation
:aids for the audience to see them. .

Room Shapex A rectangular shape~__ ] —does not usually Limit the use of axds,
but L-shaped and U-shaped rooms do limit the kinds of aids you can use.

Rgom Size: Size gives an indication of how crowded the room will be and may
affect your choice of aids. You’ll need to know room size in feet later.

Time Room Is Free (before and after). How much time will you have before speak-
ing to get ready? You surely don’t want to have to rush 1n to set up ails and
arrange your notes a minute before you’re supposed to start talking. You'll
need time when the audience won’t be watching you perform. You will also
need to know when you can dismantle and remove your aids.

All of the other information about the lecture hall will be used for plannmg youy
presentation aids.

o~ L

Once a'gam review the discussion above and compare: it with the worksheet
blanks then go to the next page

' [l{llC | | | l:(;_ o . 3
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Aruntoxt provided by Eric

. -

The worksheet 1s designed to be used for one presentation of a lecture. H you're
prepanng a lecture to be given over and over, you should use the worksheet apd
this Guide to prepare for the first presentation, and then when a second presen-
tation 1s scheduled, Jthe worksheet can be revised and the.Guide used again to

update your lecture to meet the changed conditions.

emember . . . time spent on filling out the worksheet fully and accurately in the
. 33

beginning means much more time saved later in your lecture preparation.

Now, record as much information on the worksheet as you can, then call Mr. So-
and-So for what you need to know to finish filling out the SITUéTION ANALYSIS

WORKSHEET.

When you have filled out the SITUATION ANALYSIS WORKSHEET, go to the /

next page.

&
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2. Formulate an“ objecﬁvé L

Ever get in your car to go to a party and suddenly realize you didn’t know where
the party was being given? When you don’t know your destination, chances are
you will never get there The same 1s true of a lecture—without a clearly stated
objective (written out) yoy may go around in circles Once the objective 1s wrtten,s
1t should be kept in mind at all times during the lecture preparation. . .

- »
Your objective nqt only guides you in preparing the lecture, but it also helps
you guide the audience“ZActually, the dbjective 1s a simple statement that®com-
bines some of the information you have recorded on the worksheet. the lecture’s
PURPOSE, TOPIC, and desired RESULT . v

Look at these examples, notice that they include all three aspects of an omective.

’

EXAMPLE 1. EXAMPLE 2.

v '
to INFORM the audience about \PURPOSE to PERSUADE the aud‘lence to

the Communicable Disease Center <—TOPIC—/have children tested for }B.
: — N ——

so that they will be able to N f
~——RESULT

talk about the topic. L) = . i

Remember. A lecture cannot ‘‘teach’” the audience_how to do such things as
adpust ‘a microscope or give an 1njection. Nor can a lecture ‘‘per-
suade the audience to be able to do something.”” If the purpose
1S to_ persuad®, then you will either be persuading them to do
something they are already able to do or persuading them to try to

‘ - ‘leamn how to do something. R

> ‘ )

Now wrife out your lecture objective on a separate 'sheet of paper—be sure to

include all thiree aspects—EURPO%E, TOPIC, and desired RESULT.

When you have written.the objective, go to the next page. .

. - 18 - . )




3. Choose a title . . .

- L4
Your Mr So-and-So may have suggested a title for your lecture when you were :
discussing the topic, but you wfll_probably have to make that decision . W
. 2
You may want to use the topic itself, or when you are de»elopm% vour outline ,' .
you may think of a catchy phrase to express your objective For example, a .
lectuze whose objective 1s "‘to persuade the audience 10 have children tested Tor
TB’ could be titled" "*TB or fot TB> "—or simply, "*Your child and TB
- - . 4 '
When you decide on a title for your lecture (now or later), write 1t on the same
page with your objgctive, then go to the next page.
| : L
] N
»
~— *
0 r ‘
. .
[ i
| N . ) 3
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4, Outline the body . - .

~»

You are now ready to decide how to reach your cbjegtie, you will be going
through four general organizational steps. :

1. limiting the topic (1f necessary) -

¢ 2 fselectmg the*approach

3 selecting the pattern (or sequence) in which to present the materal
4 sélecting the method of presenting the material

.

HMIT THE TOPIC

First of all, remember that your objective include$ your top.c—the topic tells you
what material must be covered, and the objective tells ynu how detailed 1t must
be. However, your Mr. So-and-So may not have been specific enough about the
topic ’ -

Let’s !ook at two examples of objectives, comparé the topics, and see how we
might go about selecting categornies of material to include in the lecture.

- N

Objec.tve [:

To* inform the audience about my
organization so ‘that they will be
familiar with the topic.

Objective (I:

To 1inform the audience about the
services offered by my organization
so that they will be familiar with

. the topic.

' ‘ Nothe the topics:
Objective [ 1s broad,

This objective, therefore, needs to
have a more limited topic for you to
be able to decide what material to
include.

., Objective I 1s hmited.

However, this objective, with 1ts
very lLimited topic, already indi-
cctes what matertal must be se-
lected: information “about the serv-

ERIC

Aruitoxt provided by Eic:

1ces of the organization:

4

CONTINUE ON THE NEXT PAGE

~—.

10




Objective I could be restricted by these “limitations’’.

services (or products) offered A

people in the organization .

the organization table {organizational structure) '

history of the organization . ' .
" physical layout (space) of the headquarters buildings, field offices, etc

purpose of the organization

procedures (in the production of one or more products or services)

a co

NOTICE that one of the limitations on the topic for Objective | 1s ‘‘services

offered,”” which 1s the already limited topic of Objective II Since 1t could apply

to both objectives, let's use ‘‘services’’ as the limitation on the topic of Ob-
. jective L. ' ’

Now cdnsider the objective and topic for your lecture Is your topic 40e broad for
you to be able to obtamn the desired result® If so, consider the limitations and
select one (or more, 1f you aren't sure which one to use) and write 1t down Do

this now and then continue with the discussion below
\

SELECT AN APPROACH >
We are now ready to consider an ‘‘approach’ to the topic. All of the limitations
given above are also approaches—or ‘‘themes.’’ They are the cugrents that run
through the entire presentation, and they help limit the material the speaker will
include 1n his lecture. .

There are any number of approaches, but we all know the six familiar ones that
newspapermen consistently rely on. who, what, when, where, why, and how.
Let’s consider these approaches in terms of our limited topic, “‘services offered.’

who-people who provide the services - ~

departments or parts of the organization that offer services
what—the services themselves (temember, limitations are also approaches)
when—services offered 1n the history of the organization (when they began)

where—places where services are obtamnable (such as at headquarters or field
A
offices or even room-by-room)

why —reasons for offering specific services

how —procedures for obtaining the services or
procedures involved 1n supplying the services

Now consider the above approaches and select one.for your topic. (You can con-
sider using more than one approach if you want to.) Make a note of it now, then
contifiue on the next page.

- P § L.

&

e =l |

Aruitoxt provided by Eic: s .
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SELECT A PATTERN  ~ :

»
Because ‘‘approaches’’ and ‘‘pattems’’ are s0 clo§e1) interrelated, your approach
could easily determine the Mhost fogical pattern (sequence) for your material
Let's consider our examples 1n more detail and see how your approach «could de-

termine your pattern.

-

APPROACH | POSSIBLE PATTERNS
who top to bottom of the'orgamzatlonal structure
known to unknown (from familiar services to those unknown to
the audience)
what frequent to infrequent (from those most often rendered to those
least often rendered)
problem to solution (ffom a problem the organization faced in
providing a service to the solution found)
3
when from the founding of the organization to the present
how procedural (step-by-step)
directional (from north to south or east to west)
where *
part to whole (field offices to headquarters or room-by-room)
why - problem to solution )

NOTE All these examples of possible patterns can be reversed—‘‘unknown
to known,” ‘“‘infrequent to frequent,”’ “whole to part,’’ ete.

-~

The POSSIBLE PATTERNS shown above.are not the only ones for each AP-
PROACH-1t’s perfectly all right for you to talk about ‘‘what’ in a “‘part to
whale” pattern, for example, or ‘“‘who’ 1na directional pattern. (people’s loca-
tions) instead of the organizational structure. - -

Select the pattern that seems most logical for your approach’ to your specific
lecture and 'make a note of 1t, then go to the next page

-1
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- *<SELECT A METHOD OF PRESENTATION - ‘ L

When you have selecteif‘your approach and pattern of organizatior, fou_ wilh need .
to determine the best method of pres;»entmg the‘material to the audience . N

Y
~ . .~ .

« T v

Here are séveral methods from which to choose‘ - -
c 1

(1) sertes of facts This s tHe: most common method of presentatron The speak-
er states a faft dnd then supplres mformatron to back 1t up. This method -

1s suytable 1 your objectrveyrs for theraudience “‘to:be ~familiar with’’
your topic. - ' S . v ® o .
"o
(2) series of comparing (or contrastir}g) state%r’rems or questions This t.echmque .
. 1s often used in ‘to persuade lectures It's a way of presentmg Both- 2 -

. sides of an argument to the audience with a double barreled sent,ence

v

,

¥ r .

L]

(3) senes of questions You might want to ask quesnons-and .
(a) give direct answers (and then provide thé proox)' it

(b) provide proof and let the audience draw conclusions
(¢) prompt the audience to give the answers (especially-1f your objectrve ‘
1s for the audience to “‘be able to talk about’’ your, toprc) .

»

ce

. -

To abply any of these three methods, you will be writing out the marn points
" (the “facts) that you want to make in your presentation. The main points are the
. major headings of an-outline—and that's all they are—major headings of the out-

line of the body of your lecture, the ‘‘chunks of knowledge’’ you want to diffcuss.

-
L4 -

Do you remember the ‘‘big rule’” of outlining? - . .
» .

All main points are independent of each other. *

v

For example A good main point would be, ‘‘This instrument 1s economrcal to |
use "’ You wouldn’t say, ‘“‘Using this mstrumenf saves-time,’’ and
*“Using this instrument saves money,”’ because these are not inde-
- pendent points You would need to combine them'in one main point,
using the money and time factors as sub‘points in the outline. *
NOTE’ We'll talk about subpoints Zyour ‘‘backup’’ facts) later, so don’t worry"
about them now - .

- -

For instructions on wnting your main points . . . . ..
- - ‘ -
- . 4

‘ CONTINUE ON THE NEXT PAGE

ERIC - o
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. WRITE THE MAIN POINTS

In writing the maiy pomnts for your legture, you will ase the four organizational
steps You may have already decided on your topiC limitatiod, approach, pattern,

~

and method,wbut In case, you haven't, they are summanzed below Notice again the
mte:rel‘atxonshlp -between hmftauonS,, approaches and pattems, but remember,

too, (hat you can ust varlous other combinations.

.

. Do Rule 2.~

a Rule 3,

Rule 4

Well,
these four

- quence, go

E

- ; ,
) . . ! v . B N
. LIMITATIONS - APPRDACHES | PATTERNS (Sequences) METHODS OF PRESENTING
people or _ \\, who [ 'top to bottom v o ‘. iy R
. organization table Y , (of organization) - ‘
s services or ’ . known to unknown state facts C ">
funct what frequent to infreguent
unctions . problem to solution .
‘ time ' when founding to pfesent , .. copare and contrast*
. directional )
¢ h 11 t h ) = . T
. physical layou where part to whole 3
£ . v
.. reasons of | why problem to solution question and gnswer N
s purposes ‘ ) )
) proeedures how procedures - ~
¢ ’ . 0 i ] . N -
LT Here are four rules to keep in miid as you write your main poﬁlts. '
) . st ]
. S Rule 1. Main points should include all material needed to reach the objective
. L " . (or the objective as Limited by the approach), but should not include
T . - unrelated material.

Main points should be numbered in the order in which they will be

pregented. (This is your pattern )

.

1s your method of presentation.)

s

. Each main point must be 1n the form of a sentence, and the Sentences
must be of the same type—statements, commands, gqp questions. (This

I3
I

. It will be a better lecture 1if it has no more,than four m@amn points.

(But 1if you have trouble here, go ahead and write out more than four,

rules 1n mind.

&)

we'll conder\Se lat
it’s time to starf” your outline, write out your main points now, keeping

When you have them all wrntten down in parallel sentences and numbered in se- -
to the next page.




.

Got 41l your main points written down? Good. Now let’s consider Rule 4 again.

If you have four or fewer main points, skip ahead to the next page.

You can have more than four main points, BUT it’ 's best not to. So if you do have
more than four and are willing to cut them down to make your lecture neater
.and more concise, stay on this page a little longer. -

The fxrst\ste:) 1s to double-check the main points—are they really independent .

of each other? Can two or more be combined under more general headings, such ,
as_ functions, classifications, longer penods of time, or bigger steps? Try that o

and see 1if you can condense them to f0ur

Did 1t work? If so,.go on to the next page, BUT . ..

If you still have more than. four and are willing to make the effort, try another
approach to your topic (select one from those on page 14) that you can break Ve
down 1nto no more than four main points without getting off the track to ydur
objective Write out yout new approach and main points, then join the others on”
the next page. i .

v
~ N
. s . . v

-

15 .
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' STATISTICé‘to prove the point .

SUPPORT THE MAIN POINTS

-

v

»

Here comes your change to hound your co-workers and librarian for information.

You'll want_to get all sorts of information

.* remember, we said your audience

must be kept awake and interested, so dig out a multiplicity of facts, 1n a variety

-of forms. Consider, the possibilities!

FACTS to support the poimt

. for example ————
. s N
- . .

. <
’ - .

\
for example ——
‘. .

2 . . -
. ~

QUOTATIONS that back your #1ewpoint
for example ———

] t

COMPARISONS that relate the topic to
the audience’s background A

for example ——————3~

NARRATIVES (funny or seérious)
about people and events

for example ——————»

QUESTIONS that the audience will agswer
oryou will answer for.them— and the

s x

answer
’ for example —————
I

v
L

N

four ways immunity develops—
(1) have disease

(2) mother o infant

(3) vaccine

(4) serum

14 million <. 5 unprotected

" <

“‘Ask not what your country
can do for you; ask. w'hat you
can do for your country.”’

(]‘. F. Kennedy, 1961 Inaug.)

‘fallout shelter like Lifeboat
or
ship’s crew like clinic staff

)

‘Jenner’s contribution
or ..
nurse and shots

Want polio? .
Child? :
Neighbor®> . -

No! .

Whoa' Before you start rounding up information, go to the next page and read ,t';he

rules that you should follow.

»

X
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] Rules are designed to help you. You want to stay on the road yq lected, don’t
@ you? These are your highway markers, they may slow you down a little, but
there’s always a limit to-how fast you can go safely. ”

‘ Rule 1. Support material should be in the form of‘cues, n;t‘sentences. Why?
‘w If you wrote out information word-for-word, you would get stuck with
jose phrases, and you'r" lecture would lose freshness and variety.
NOTE: Put 1n as many cues as you think necessary; the mO//F lectures
you give, the fewer cues you will need. BUT, follow the )
“FACTS” example on page 16-always list the ‘“‘faur ways’’
or "‘six steps’’ to make sure you don’t forget one. R

Rule 2. Exception to Rule 1. Quotes must be copied word-for-word, like the
original, but in, quotation marks. And write down the source! (It's a
good 1dea to put each quote on a card so you can hold it up as you .
read 1t during the presentation, saying, ‘‘as Joe Doakes said . . . ."")

Rule 3. If your objective calls for the audience to be able to talk about the
. topic, they must talk about 1t dufing the presentation. You can use

questions—forcing the audience to give the answers, but cue the cor- h
fect answers for vourself!
., Rule 4. Try to suppress thoughts about aids now that creep.into your mind,
- but if yoy must, make brief notes on them. We’ll go into detail about
’ aids later, concentrate now on what you'll be talking about.
NOTE. If you don’t have time to discuss technical material adequately, .
-* ) go ahead wi plans to preseni it in the form of a handout~to
A . - distribute 7Zalthe END of the presentation OR when you’re dis-
cussing it’(keep the audience from reading while you're talking
about something else). ? > ,
v Rule’5. Write down allhumbers—equatlions, formulas, complex amounts. Round
off large numbers (for example, $4%: million will mean more to the -
- audience than $4,544,977 26). )
. Rule 6. Stay on the technical level of the audience. Aim in general for the
) " majority, but include examples for both the lower and higher extremes.
When in doubt, aim for the lowe,r‘ levels. Better too simple than too
— ., complex. ‘
Okay. Now go get the material you'll be using. Be sure to make notes on a sepa-
rate sheet of paper for each main point. You'll ‘want these notes on separate .
pages later on when you organize. - \
When you have cues for all supporting points, you’ll be ready to ‘organize, go
to the next page. ! . ]
., .

. \‘1 . ' 4 \
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Got all those cues and quotes wrtten down? Okay, it's time to sefect and or-
L] y

» ganize ...’ -2
FIRST, you need to estima‘e how much of that material it will take to fill 70-90%
of your talk time. Don’t bother to' rehearse it . . . you'll do that later. Just make R

an estimate.

SECOND, pick out the material you want to use.- Another reminder. you always ~

want to keep the audiénce eager, so think of them' (look at that SITTUATION

ANALYSIS WORKSHEET if you’'ve forgotten details about them) when you are

selecting material. Combine and delete information, and get more if you don’t -

have enough. Use what you think will have the greatest appeal and will offer the
,most variety; but be sure it relates closely to the objective. !

THIRD, put the support-information cues in order for presentation. Rewrite if
f@cessary, or number your cues in order. Support material should be in the same
‘sequence as the main points (see page 14).

. Do all these things before moving on to the next page.

\p

19 .
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9. Select presentation aids

‘‘Presentation aids’’ are anything other than words and traditional gestures that
a speaker uses to help get his message across to the audience. Aids are just
that—ards. they sould be used only where your presentation needs them

-

—+ WHAT POINTS NEED AIDS?- ,

There are five situations 1p which you need a presentation aid.
-

1 The point 1s too complex for spoken words alone.
In other words, you-need an aid 1f you can't explain the point with only words
and gestures, 1n the time Mr So-and-So said you could have.

Words evoke different visual Imageg for different people. ,
If the point calls up a visual 1mage for you, you want the audience to ‘‘see
the same image. Wil they? Or will some people picture one thing and some
another® Of course, no American needs a picture of stars and stripes to
“‘see’” Old Glory, but a lot of us can’t correctly visualize the differences
between, for example, poodle sizes (toy, miniature, and standard) without
some sort of aid. )

. A high level of retention 1s desired.
Your objective will tell you this. If you want the audience to ‘‘be able to
“talk about’’ this point or take some action related to 1t, an aid may be just
»

the thing to really get through to them.

. Audience attention needs to be regained.
Look at the SITUATION ANALYSIS WORKSHEET again. How alert is your
audience going to be? What will happen before you begin or after you finish
speaking that might compete? How interested are they in your subject? Con-

sider also the length and complexity of your talk.

Main and’or supporting points need to be summarized.
Are you at a point 1n the presentation where you want to tie several thoughts
together? If so, an aid could help you do so with a lot of emphasis.

i
“

Now go to the next page to make your decision.

«




’ . .

The reasons for needing a1ds are restated below as quesilons. Ask each question 4
“about each verbal point—-main and supporting—in your lecture, 1f you answer

*yes” to any question, List the point on a page headed ‘‘POINTS NEEDING

_AIDS 7 Later we’ll discuss what types of aids you cantise -

1 Is the point too complex for words alone?

Does the point call up different visual images®

)

Is a high level of retention desired? . .

L W

Do I need to regain attenfion here® i .

wm

Do I need to summarize?

When yolu'héve listed all “‘points needing aids,”” go to page 23.

» .

If you didn’t Iist z;ny “poutts needing aids,’’ go to-page 44. .

' ' A3

&

- - f
' o
’
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WHAT ARE AIDS?

If you listed any ‘‘points needing aids,’

stay here, we’ll help you decide on the '
one best aid to use for each point. .

First of all, let’s be sure we’ré all using the same terms for the different types
of aids. How do you classify aids® We put them into three groups. You write out
your classifications below, so we can find out 1f we're all thinking along the

same lines.
’ Three classxfi::qtions of aids are . . . .
(1) '
@3
3 ‘ ‘

Yes, we want you to write them down—without peeking to see what terms we use.

Have you finished? Try this one: What is the best aid to use?

Now go to page 24 to check your answers.

P

23-

RIC 31 ’ -
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THE THREE CLASSIFICATIONS OF AIDS. (1) object aids '
. (2) _projected aids

(3) nonhprojected aids

BEST AID  object aid -~ when 1t's vou, the speaker

If you used our terms 1n your answers, skip ahead to page 27, BUT

If you missed even one answer, see pages 25 and 26 for detailed discussions of
the classifications, so that you will be familiar with these terms when they are

used again.

9




Object Aids

All three-dimensional objects, uicludmg people and animals, are object aids.
You are your own best aid. Anything you do with your bo.dy.(beyo'nd using stand-
ard gestures) is considered an aid, drastic voice changes (including silence) are
among the most effective aids. For example, to illustrate that so many people
contract Disease X every 20 seconds, just say nothing for 20 seconds and follow
the silence with an explanation. You ate_then an aid. Mimicking a conversation,
changmg your posture, eveh wearing wexrd cl8thing (with an explanation, of
course) all serve as aids.

Members of your audience are your second best aids, with your staff members
third. Use audience members only as good examples, never to deride. Use a mem-
ber of your staff as a ‘‘bad’’ example—but explain your plans to him beforehand'
Tf your objective 1s to have the audience ‘‘talk about’’ the topic, you should use
them as aids. Question them about the topic, get them to talk about 1t during the
presentation, and you will better be able to meet your objective.

, Objects that are naturally present in the lecture hall, such.as your notes, pen, or
briefcase, or eating utensils, can serve as presentation aids. And, of course,
any object you demonstrate, such as equipment, is an aid. ~ -

Projected Aids . .

Projected” aids include (1) images thrown on a screen (with or without sound),
such as transparencies (used with an ‘overhead projgctor), movies, and slides,
and (2) sound devices.

All projected 1mages require a screen, transparencies are used in a lighted roon;,
but movies and slides usually require darkness. )

A transparency 1S made from one or more clear acetate sheets. A simple form. of
this aid can be developed during the presentation with only a clean acetate and
a grease pencil, or transparencies can be prepared prior to the presentation,
either by you the speaker or an artist.

v

Slides and movies must, of course, be made ahead of time. Movies”can be shown
in part or in entirety. One slide or a senes of slides can be used to aid the
verbal point being made.

Sound devices include both tape and disc recordings, and other noise instru-
v ments. This category overlaps with object =aids in that a musxcal instrument
might be considered either an object or a sound deV1ce -

CONTINUE ON THE NEXT PAGE
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Norprojected Aids

Nonprojected aids are ‘‘pencil-and-paper’’ illustrations,’ such as, tables, charts,
lists, diagrams, and maps They can be fommal art, cartoons, or rough sketches,
presented as part of a flip chart (on an easel) or pn"felt boards, magnet boards,
or chalkboards *

'

%
If an artist 1s not available to draw aids for you, 1¥15 up to you to do 1t. You can
use lined paper to keep your lettering straight, and objects around any house or
office cam serve to guide your hand\around the shapes that you need.

L J

CONTINUE ON THE NEXT PAGE
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. Now that you know what types g}‘ald‘s you can use, you're all set to begin se-

lecting them. [

You'll list what aids you have availe’le or can prepare to illustrate the idea of
the verbal point, but REMEMBER

~

v L. You want aids to help you make verbal points—you don’t want them
to do all of the work. If the aids contain your entire lecture, you
really won’t be needed as a lecturer, will you? Save yourself some-
thing to say, and use only key word$ or ideas in the aid.

. An aid-like the verbal support material you so carefully selected—
1s worthless 1f 1t does not apply to the point being made. #

- .I‘
Now beside each ‘‘point needing aid” list the TYPES of aids you want to con-
sider. As examples of each TYPE, list all the aids you can think of that-gre
already prepared and those that you can have prepared or make yourself, then

go to page 29.




Have you finished your list of possible aids” Good Then 1t’s almost time to go
out and get those aids, BUT first, be sure that you know what standards your
aids should meet.

There are nine basic standards (criteria) that all GOOD presentation aids meet.
You probably already know some of them, but let’s be sure that you know them
all, so you won’t waste time on ‘‘no-good’’ aids. . .. Besides, we’ll ask you to * -
evaliate your aids against these criteria later, and, of course, you don’t want to
have to reinvest either time or money 1n replaging am aird that 1sn’t ‘‘good.’”’

Again, just to be sure we're thinking along the same lines, try listing the criteria
of good aids. . N

” -

Now check your list against the one on the next page. o

u

L
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WHAT MAKES AN AID ACCEPTABLE? :
CRITERIA OF ACCEPTABLE AIDS DISCUSSED ON

. applicable to subject ’ p,age 31
not overdone . 32
“visible at a distance ) 32
technically correct 32
. motivating o , 33
containing one idea 34
_ simple and functional ) 34
— ’ suitable for occasion 35,
good physical condition 35

- - Did you léave any out? That’s all right. It’s okay, too, if you used other words K

/
for the criteria, as long as your words mean the same as our terms. Now, before
going to get your aids, read.the discussion on the pages listed above for any
criteria you missed. Do it now. )

When you are sure that you know the criteria of acceptable aids, start getting
B ; your. aids, keeping the criteria in mind at all times. 4
. . X o
“When you have one or more aids ready to use, gé to page 37.

OR . . o
- . If 1t will take some time to get all your aids, go-on to page 44 to continue with

other aspects of your presentation in the meantime, BUT . . . be sure to evaluate

the aids (page 37) when you get them.

-

€
Py .
%,
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A‘"'Iiublcz te Scbicft

We've already talked about the fact that an aid must be applicable. It can apply
in several ways to the verbal point being made~by clarifying, simplifying, proving,

summarizing, or emphasizigg the point.

Look over the examples shown below and see how they apply to the verbal*points
thkey illustrate, one application is given for each aid. Most aids apply to the ver-
bal point in more than one way—the example for ‘‘summarizes’’ also ‘“‘simplifies.”’

MORBIDITY: WORLD WAR | J

BATTLE DISEASE

INJURIES

‘ summarizes comparative statistics:
366,199 soldiers had childhood
diseases in World War I, while only
257,170 received battle injuries.

clorifies the relationships among
. ¢_the four types of immunity.

PROTECT YOURSELF
AND YOUR-FAMILY

‘simplifies a speaker’s description

< of how to use the four-hand carry.
. WOW FALLOUT COULD COVER THE RATION ] .
- FOLLOWING A MASSIVE WUCLEAR ATTACK

FREE .VACCINE , o
‘FRIDAY 7-17- ‘
ABC- SCHOOL

]

proves that fallout-shelter protec-

tion is needed for everyone in the .
U.S.A. free vaccinations. o

émphasizes the point that a special
clinic is open all day Friday for

Aruitoxt provided by Eic: N .
» .




Not Overdone ' . .
You don't like to be insulted, do you? Nobody else does. An expert n 1mmunology -
might be insulted by the aid illustrating clanfxés " on page 3], but he would
probably be impressed by the speaker’s presenting information in a way he hadn 't

seen before. Never let your aids insult the intelligence of your audience. (Back ‘ .
to the SITUATION ANALYSIS WORKSHEET for helpful hints about the audience.)

-

Visible (Legible) . . o

-

- It 1sTéry annoying to miss half of a high-priced movie because the only available .
seat happens to be behind a lady wearing a big hat. 4t 1s even more annoying to
be able to see but not be able to read what’s on a speaker’s presentation aids. )
A1ds should be for the audience, not the speaker. Unseen aids afe not ards’

-

Minimum requirements: s } . .
’ ., Symbols (letters)~Y%-inch high for every 8 feet of viewing distance
Space between lmes.—l‘/z times symbol height
) " Screen width—"s the distance betweén screen and farthest viewer .

Remember: Aids usually must be elevated for the audience to see them,
i’ especially 1f the room is crowded. -

Technically Correct ' ' ' - .

Obviously you don’t want errors In your aid. Or do you’ You might want “errors’” ’ ,
to 1illustrate the right and wrong ways of doing somethmg BEWARE of le'ttmg -
the wrong kind of errors slip into your aids, because then you “inform’’ the audi- ' .
ence of wrong things—and errors are always remembered! -
Acceptable errors: oytdated customs or styles (like long skirts), errors the
speaker wants to 1llustrate, and errors that will not mislead the audience ’

N\ .

Unacceptable errors. incorrect or changed procedures, mathematical errors, .
and incorrect facts (except as noted above) .

T T
RIGHT

Although this chart shows incorrect
posture, 1t is considered technically
correct, since its purpose 1s to 1llus-
trate the difference between correct
and incorrect posture.

32 -~ - . :f'
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Motivating

If people n the audlence can see the aid but don't bother to look at 1t, you might
ag well not bother to have one. Whatever you use for an aid must . .

1 catch the attention of the audience -

»

2. apply to the audience 1n some way so that they’ll keep on looking

3 not provoke negative emotional reactions. . N

’ »

Ho‘w does an aid do these things?

1 Attention 1s commanded by objects and projected devices, People just can’t’

help looking at them—don't you find yourself engrossed 1n movies even 1f you

‘ aren’t vitally mterested in the, subject matter® Drawn devices attract attention
through . color, composition, and figures Your technique of showmg the aid

will make a difference, too.

A}
. To apply to the audience, the aid should relate 1n some way to family, home,
health, jab, fmancl,es, social status, government, or recreation. Look agamn at ~ e
the aids on page 31 and see if you can apply,them to vour own audience.

(3%

3. To avoid provoking negative emotional reactions, all you have to do 1s stay .
off people’s toes, or'emotions. Don’t attack any group or organization, don’t .

contradict their -basic philosophies, don™ turn their stomachs with over- -
exposure to disease-ridden bodies (unless 1t will move you closer to your ob-
jective to stir their emotions that way). e . ,

- ry

R ﬂmﬁmouﬂ W »

4

This aid, ‘used to empha-
size the need for a fallout
shelter no matter where you
live, 1s motivating, al-
though hand drawn,because
it meets the three require-
ments given_above.

33
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' Containing Ofie Ides T

. Any one thing mhy contayn many ideas . . . all 5 ,

. according to who considers it and how the N. © 7 "icrm{;a G A
viewer classifies things. Take another look Y 4 %,;u“(;:iﬂ/

?t this aid, it contains only one xfiea for an 'x,;%,giﬂzwﬂ;

immunology expert (immunity 1s acquired), but

for the layman who knows only that he goes,

to the clinic for a shot, the aid presents four

;

FEL acquinep SXE T

(AL
s IMMUNITY o poo- 202 AL
3, A 2 KA &
3 D NECHION
s G OF mrrwov%é”
£F 2 Do G ,.,;4
ik %/j): L bid
’/ 5 5 %7 ,)/’
7%

ideas. T . ,, .
4 ’ wirs %

An aid should contain 'Only one overall idea,
- BUT the acceptable number of ‘‘sub-ideas’ c,ontamed_‘ can be increased as the
level of the audience is raised. If a lay:;nan has been® ‘‘brought to a higher level”’
- by your talk, you can consider this aid as having only one idea for him, too. Base
your decision on how much the audience knows at that point in the lecture.

Simple and Functional

Don’t ‘let your aids confuse the audience. Each aid should help them. Fancy
lettering, complex technology, pretty little pictures for the sake of pretty pictures,
are all confusing. Summaries should be Kkey. words, not complete sentences. The

’ aid should be an aid, not a display of creatiye talent or a crutch. - - .
¥ ’ ' T e | ®rvisson
N . . i Menager o

-s

&ereonncd

erviees

[y . M . w ) j
) . LASNE —
cluttered @ s .
fancy: lettering '
—unnecessary

- artwork Ly "_q“:[

’

N

MORBIDITY: WORLD WAR |

-

BATTLE
INJURIES

DISEASE

‘ simple and }
. functional ¥ ~

fRIC 4P * A

r
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Svitable for thé Occasion

You surely don't want tb use medical terminology 1n an aid for a group of Boy
Scouts—nor would you use layman’s language in an aid for a group of physicians.
+ The aid should fit the audience in technical content and the occasion in formahty
»  Consider your SITUATION ANALYSIS WORKSHEET again, don’t insulf your *
audience. - *

- \

Physically Fit .

A speaker once used as an aid a drawing of a balance with too much weight on
one side. e taped the drawing to an easel, but 1n the middle of the presentation
1t fell, just like the one pictured below. The contents of his aid made the aydience

N wonder . . did he really intend for 1t to fall to emphasize the point of imbalafi \/_/

Don’t take chances . . . you might not be sgé[uck'y Be sure that all of;your aids’
are 1n good shape, that they can withstand the treatment they’ll get when you
move them to the lecture hall and when you use them n the presenta@n—and that
this won’t happen : ™

. A

Go to the next page.

\ -
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» Have you gotten any of your presentatidr’ aids yet?

If 'so, go to page 37 and begin ‘evaluating them.

If not, and you want to continue with other aspects of your presentation,
skip to page 44 .. . BUT .. . be sure to come back to page 37 to evaluate
your aids as you get them.

. - “

ERIC
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EVALUATE ALL AIDS

Are you familiar with the criteria of acceptable aids listed on page 30? If not,
read them again (and the discussion about each one if necessary), then come
back to this page.

Now that you know what standards your aids must meet, let’s move on to'the de-
tailed evaluation of each ard. Remember, one bad aid can spoil the lecture.

;o
Your aids will fall into two groups. those that meet all the criteria and those that
that ‘“fa1l’’ one or more.

Now check each aid against the criteria, and 1f 1t meets them all, use it, BUT of
1t fails one, take the action indicated below.

AID FAULT ’ ACTION

not applicable replace 1t (see page 38)

overdoes 1ts purpose - use only if ireplaceable and vital to presentation*
not vistble to all of audience replace it (see page 38)

not technically correct . correct it (see page 39)

not motivating replace 1t (see page 38)
_contains more than one idea show ideas one at a time (see page 39)

not simple and functional use only 1f irreplaceable and vital to presentation*
doesn’t suit the occasion use only if irreplaceable and vital to presentation*
' not in good physical condition re;)air it (see page 39) °

%

*Note: If an aid depicts an object or fact that can-
not be described adequately (in terms of the time
allowed and the objective) with spoken w8rds and
gestures, the aid 1s vital to the presentation.

When you have evaluated vl your aids and found them satisfactory, go to page 40..

37
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-

&

To be on this page » you must need to replace one or more of your aids, so let’s
see about selecting another aid. Your first step in selectin'g aids was to'list
types of aids (with examples) that could be used for the verbal *‘points needing
aids.” If you listed several examples, all you need to do is select one of those
extra aids and put 1t through the evaluation checklist (page 37) to be sure that

v .

1t 1s suitable.

0

BUT . . . If you don’t have any extra aids listed, consider the possibilities of
making an aid. Why not draw 1t yourself> Yes, you can draw. Everybody can
draw well enough to prepare an aid, so either make it or find an artist to help
you. Use the chalkboard or an easel pad, or if you have an overhead projector,
put the information on a transparency (before ot during the presentation).

€

Check all replacement aids against the evaluation checklist (page 37).

-
2

a 38




To CORRECT technical ERRORS-
TYPE OF AID | POSSIBLE SOLUTIONS
“movie & record do not use portion with error
shide R : opaque error or K
R replace
erase and reletter or . < T . -
transparency . R . “ . .
replace .
. . . P
) paste correction over error, )
o erase and reletter, ’ ;
drawn device . .
opaque error, or T
replace ’ .
lo show ai¢ ONF [OFA at a time— x
TYPE OF AID ;| POSSIBLE SOLUTIONS . , ,
movie & record use only portion needed ., ’
shde ' | opaque unnecessary tnformation .
j . o
. show in the order that will add new information or .
senes oftslides . . ‘. 4
omit slides with unnecessary information . .
- use overlays (to cover information untsl needed) or .
transparency -
opaque unnecessary information -
chart | use overlays ’ .
To REPAIR an a1d— . . ' E .
FROBLEM .| POSSIBLE, SOLUTIONS S
< r1p (mnor) patch with mending tape {nonprojected aids) - ¥ ’
rip {major) prepare a new device . i )
’faded or fuzzy lettering, . touch up with same kind of ink or péncxl
poor sound (movies & tape§) .| turn off machine and substitute own vosce ‘ ,
broken tape (recorder) patch with mending tape (on blank side) CT
! /
s - * v L o= A 7 s //
-~ - Y ’ 4
1 ’ ; - ., -
N M 4 // ;l -
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/ﬂ‘ble tc use them-—qot get to the lecture hall and discbver that you can’t.” ~You al- .

’

™

CHECK THE SITUATIOH - S . .

If any of your ards are prO)ected for vrewmg, stay on this-page, otherwise; skip

.

aheadtopage‘4l - .- . .. I‘

. . . Y, .

Since ,you are planning fo use prO)eéted ards you want 10" be sure that you'llie

ready have enough mformatron to decide whether or mof you can use your aids 1n |
the situation as 1t 1s now . . . check your SITUATION ANALYSLS, \\ORKSHEET .

apainst the answers shown below (of coursé, if the room. has no windows, you

don’t have to- worry about shades): “ . '
P ‘. N — ,
@ L™ U, windaws * @ -no shades: @ na ST
A ' . , 7 -
L . > . ) . ) ..”' . . ) - . P .
screent @ na ~ autlets wark withlights off: @ ! na )
o ¢ “ l}~ .

. < - 7 - ' -
- . A ,

If "your answers agree with t}rose c1rcled above you've got no problem—-skip -

» . Is Y.

dnead ‘to page 41, BUT . ‘
) ‘/ ’ ,’" R . .

If your answers don't agree with the ones above you do have a problem—find 1t
t)n the table ‘below and try to Solve it. )

+ v

a . . N f
S

PROBLEN . | POSSIBLE SOLUTIONS -
. ) ¥ -
room not (7] . ask Mr. So-and-So to change location of presentation . ,
no §cr/een i . borrow or rént from another agency or-local .
~ available - organization Or institution - - -

L S

- L mstall black ‘'shading material (wide-tone paper,

1 toom cannot be . 8" x'10 yds., can be gotten. from department-store- d .
. made light oof*° «display- supply houses for about $6.00 a roll) or :
N TP -position screén, if portable, in front of windows  » .«

[ .9 .
P '

(1f,one or;two windows)'to give 1t shade

7
v,

outlets donpt K .. , . R N .
work when lights .use extension cords from outlet in another foom

aré switched off* - « o i .

*does not matter with overhead projector, which is used in lighted room . N .

T
»

, Can you change the srtuatron n order to use your projected aids? If so, change
1t NOW and then go to page 41. BUT . C !

.

If you can't change the situation, you won 't be able to use those aids, so you’ll
ﬁave to replace them. Go back | page 38 for help n Selecting other types of aids.

’

When your aids are suitable for t e situation, go to the next page. .

‘.

40 ‘ .




i * FIT AIDS INTO OUTLINE

You should now have only suitable aids for your presentation, since_each aid
has been checked against the evaluation checklist and conditions of the situation.

" N -

You have two steps to go through on this page:

1. Enter a note to yourself on the lecture outline to introduce each aid. This
i ) note should be put béside the related verbal material.

4

2 Make sure you will be able to handle all your aids . . .

Will you have enough time to set them up before the lecture starts and, re-.
move them when 1t 15 over? Will you be able to display them during the pres-
entation.without help? *

e

If not—get help. If the sponsoring organization will_not be able to furnish
‘assystance, take a member of your staff.

Make arrangements NOW Set a time for your assistant to meet you at the
. ) lecture hall. Write his name on the SITUATION  ANALYSIS WORKSHEET so
. you won't forget. ° ’
i .
When you have made a note about when to introduce each of your aids and have
made all arrangements for any help you'll need 1n presenting your aids, go to the

N next page.
pag , , . \%(
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PREPARE EMERGENCY ADS ' :
! Feel pretty confident about the body of your lecture now? Wéll, don’t feel too
‘confident . . . there’s one thing that hasn’t been taken’care of yet—the emergency
that you are sure will-not happen’ to you.To somebody else, maybe, but not to you.

-
-

Don’ e fool yourself. Maybe you 've been lucky and never hFd your easel fall over,
the screen get stuck halfway down your assistant get sick, the, slide-projector
bulb blow out, or Mt. So-and-So change lecture halls on lyou &t the last minute.

But it could happen —it happens regulasly; and sooner or lﬁter your turn will come.
LRI -

¢ 0

<

So let’s make it a picnic instead of a panic. All that's n'eéa is a little more .
planning, just in case. After all the effort you’ve put mto yourz esentation, you
, certaidly don’t watit 1t to flop just because of an accident. -%S— . <

] b 4
The best way to plan for Substituting is simply to list all f[y’our aids and then -
-decide how to present the same information in another way—either by-talking
. about therinformation, by actually sketching the pictorial content’s of the aid, or’
by a combination of the two. Be, sure to list all the additional equipment you’ll

. need. Yau can consolidate your plans on a form like this:
v .| AIDs: EMERGENCY USE L "
s . . Planned Aid |, Replacement Talk~.] Replacement Sketch Tools | | -,
4 T
ng * L. . ¢
s . N N 3 “ -
- p ’ < ’
/ ) v W’\/\/\/\J A ;

Make all plans for emergency use of aids, and then, 1f you haven_’t\glready done
the work on pages 44-46, do it next. If you have, go to page 47.

E l{lC‘; : .

. .
A FuiText provided by Eric i
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6. Write the introduction

The 1introduction to your lecture segfves four definite purposes:

1 To acknowledge the person who introduced you.

2. To gain the attention of the audience’

3. To motivate the audience to contmue to llsten

4. To gve an overview of the edtu—e presentation.

We'll go into these in more detail, but first let’s discuss three rules to follow

when writing the introduction: -

Rule I:

Rule 2:

Rule 3:

-

Now, let’s get back to those four purposes or steps.

5

~ .
The introduction should be written oyt completely. . .
Remember, you outlined the body, but the introduction should be writ-
ten out word-for-word for your profectlon._ If you have -trouble with
those butterflies and your mind goes blank, you'll have the words in
front of -you and they will keep you on the road to jour objective. By
the time you finish the mtroduthon the butterflies w111 be gone.

The 1ntroduction should take 5-15% of the speaking time allowed.

It must be long enough to hgt the high spots, but not be a major point
of the speech its€lf. You have your main points—the introduction
should get the audience ready to receive them. .

The 1ntroduction should he wrtten on the<level of the group in the
audience least familiar with technical aspects of your topic, so that
everyone can understand.

B %
.
s ~

1 ACKNOWLEDGE THE INTRODUCER

¥ S A -
His name should be written dowr so you'll be sure to get it right. You can just

gay ‘“Thank you. Mr.

time of the presentation, 1t you .\,ar.t tonsay someth'mg that 1s related to his
words of introduction. R -
., . .‘: + -

44

Such-and-Such,’’” or you can go into more detail at the—

/

CONTINUE ON THE NEXT PAGE _

]




2. GET THE ATTENTION OF-THE AUDIENCE

It always helps to have an opening gambit to catch apd hold the‘lattenfioﬁ of -
the audience long enough for you to get into the main 1

Al

art of the introduction.

Take a look at the “‘do’s”” and ‘“‘don’t’s’’ listed below and notice that you
can use an aid 1f you want to. (Just be sure to evaluate 1t )

e

]

DO .

DON'T,."

turn on a machine

ask a series of questions

use unfamiliar terms—with an
explanation or comment"that they
will be explained later

»
make ‘‘shocking’’ statements ’

tell a related joke or anecdote ‘

’

use unrelated loud noises

use apologetic words

(“I would like to ! . ."")

’
use unfamiliar terms without
an explanation or*comment that they
will be explained later

express disrespect (for self,

audience, sponsor, or presenfation) .

*

3. MOTIVATE THL AUDIENCE TQ CQNTINUE TO LISTEN

Once attentlon has been gotten, 1t’s time for every géod speaker to apply the
topic to the audience so that they are eager to hear what comes next. They can
be pulled to the edges of their chairs by a speaker who talks in terms of their
hopes and dreams, finances, job, home life, social position, health, govern-

‘ . ] ment, recreation, or children. Any topic can be localized to the specific
audience. .o L*
4. OVERVIEW .
. .
“‘Overview’’ means summary. It should include a statement of the objective or

a summary of the main points—or bbth.‘lt should tell.‘them when they may ask’
questions (during or after your talk) and 1f you will hand out a summary at the
end df your lecture.

NOTE. If your purpose 1s to ‘‘persuade,”” you may want to be a'bit sneaky
and not tell them what you have in mind as an objective, especially if
they oppose your views and you don’t want {0 give them a chance to
build up strong mental defenses. In this case, you could mention the
main points as one-word‘areas to be discussed. N

A

Now write out that introduction. Remember the thtee rules (page 44) as you go
through the four steps, but remember also that you’ll get-a chance later to check
the timing, so just estimate now_to see 1f it takes 5-15% of the time." N,

_— . - =

When you have wrtten the introduttion, go to the next page.

\‘1‘ , . - , . .
ERIC ' SRR
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1. Write the conclusion
Introduction fmxs‘he&i> Good, Now let’s end the lecture.

The three rules for the introduction apply for the conclusiwn: (1) it should be |
wntten out 1n full (so that you can end dynggucally and not fade out as 1f you l
weren.'t sure how or when t& stop), (2) it should take 5-15% of the speaking time |
allowed, and (3) 1t should be directed at the lowest-level group in the audience.
It’s all right to use aids here, too; BUT, be sure to evaluate them (page 37). .
You'll go through three steps—or maybe just two: .

1. SUMMARIZE THE PRESENTATION S .

Your main points and some of your support material should be uged, but DON'T
add any new material. You've finished the body of your lecture by stating
your points and supporting them, and the conclusion should be a summary of .
that body, not an addition to it. ~ .

2. REMOTIVATE THE AUDIENCE ' ' g

A few hard facts that apply persénally to the audience and their daily lives
will give them more reasons to be glad they heard you. (Review Step 3 on
page 45 for suggestions.) If you want them to build fallout shelters, urge them
to protect themselves and their children from a rain of destruction.
- ) 1
3. WRITE OUT A CONCISE CLOSING STATEMENT
Your remotivation device may be a’concise closing statement, but if it’s not,

one must be developed. It should be compact and po:nted enOugh to be re-
membered when the rest of the lecture has been forgotten. It should be a one-

statement summary of the presgstation that applies to the specific audience. e
Here are some examples.
.| DOSAY... DON'T SAY ...
. . “‘So remember—buy health now . ““Thank you for listening.”’
or pay later.” The audience should thank you

t '
“‘Protact yourself and your for your time a’i ippar e‘g},

chil-yen with polio vaccine.”’

““AVoid faulty construction of

- your cgurses—seek precise

knowledge.) o

“‘I hope you heard what Ijsaid
and will come to the clinic
* for your shots.”

training objectives.”’
B ““Any questions? If not, I guess '
» o “that’s all I have to say.”’

Now take out a piece of paper and wnte out that conclusion . . . remembering
and following the rules of time and techmcal Hevel (see page 44).

- .

"When you ‘haye written the conclusion, go to the next page. ..

“




Are you really ready to be on this page?

If you® are not using any aids, skip this page and go to page 48, BUT . . . .

If you plan to use even one presentation aid, check to be sure that you have done
everything necessary with regard to presentation aids, yOl\ should have . . .

1. collected all the aids you plan to use

2. evaluated each one—and repaired or replaced and re-evaluated those that
didn’t meet the standards (go back to page 37 if you haven’t)

3. che'cked all projected aids with the SITUATION ANALYSIS WORKSHEET
(go back to page 40 if you haven't)

4. put a note on your outline (for each aid)«as a reminder to introduce the
aid (go back to page 41 if you haven’t)

-~

5. made plans for emergency ards (go back to page 43 1f you haven’t)

If you have done all these things, you are ready to rehearse. There’s no point
in rehearsing,an incomplete lecture, so when your plans for using aids are com-

plete, go to tﬁe next page. oo
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8. Rehearse and revise . . .
REHEARSE THE LECTURE |

Have yov ever heard a speaker drone on and on with words no one else could
understand® It so, you probably promised yourself never to listen to him again,
you coulan't like wasting time with someone who doesn’t speak your language.
‘‘Does he really care enough about US for us to bother to listen to him?’’ You
have probably asked yourself this question about the ‘‘too technical’’ speaker—
but 1t could also be asked about the speaker whose half-hour lecture consumes a
full hour He hasn’t bothered to rehearse, and to an audience, timing can be as
important as content. ) .

Your rehearsal will serve two purposes. (1) to check your terminology to be sure
1t fits the audience’s vocabulary, and (2) to time yourself. .

To check content. You'll want to consider how much the audience knows about
the topic (check that SITUATION ANALYSIS WORKSHEET again), and while

#eyou rehearse, jot down any words you use that you think the audience might
not know. You will define these words later (when you revise).

To time yourself. You'll present each part of the lecture (introduction, body, con-
clusion) and watch the clock. Write down the number, of minutes for each
part—write the time on the outliné itself so you’ll have it later, you’ll be

asked to use 1t again. .
-

Remember. Timing cannot be checked 1if you lean back in your chair and let
your mind wander over the lecture. For one thing, you think faster
v than you talk—until you let your thoughts wander off toward supper.

.

* So, since you mu.st imitate the actual lecture situation as closely as possible,
get yourself a clock, a pencil, and a lectern 1f you’ll be using one at the lecture
hall. Set up all your presentation aids. And you’ll need to, TALK OUT LOUD and
use gestures—don’t let your aids stand 1dle, either.

Rule 1. READ the {htroduction. ’ _
. Rule 2. TALK the body of the lecture, =~

Rule 3. PRESENT-all aids.

Rule 4. RfEAD the conclusion. * N

Rule 5. WRITE DOWN the time. '

"~ Now clear your throat, conquer the butterflies, STAND UP, and rehearse ALOUD.

When you have rehearsed and timed the lecture, go to the next page for assistance

H in revising. .

48 o\ A N
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.~ REVISE YOUR OUTLINE

You'll be revising your lecture autline for two things—vocabulary and time. Since
vocabulary rev1sxon 1s the simplest, let’s get 1t out of the way and then tie the
“lecture into a bundle neatly timed for delivery.

You should have jotted down the words you thought might need some explanation.
If the new words come 1n the introduction, rewrite it to include definitions (un-
less you’re using those terms to arouse curiosity). If they come in the body, just
write a cue to yourself on your outline. You shouldn’t have any 1n the conclusion—
that would be introducing new matenal. If you do have new words”there, revise - |

the conclusion and leave them out.
A

a9 -
Now let'ssget the outline timed propérly. How are you at arithmetic® You'll need
some here, to check your timing. Use the table below . . .

©
-

If this doesn’t fit this then either . or -
S R eI
LECTURE PART- % OF TOTAL TIME MAKE IT SHORTER MAKE IT LONGER

]

> > <>,

Introduction 5-15% by subtractinwg words | by adding details
’ by being more concise. by adding new
Keep major supporting support material.
Bod 70-90%
y N L material and ALL main DON’T pad what
_ ) poifts but tighten. you already have.
Conclusion 5-15% by subtracting words ‘ by adding detarls
o . by adjusting the portions that are -
- | farthest from the middle of their '
Total time 95-105% allowed range; that is; intreduction
’ and concfusion shiould be close to
10% of total time and body close to 80%.
" Go on and groan—everybody does. If you had to revise anything in your lecture,
go back to page 48 and rehearse the revised portions-and revise again! It’s
“necessary, to be sure the lecture is spitab&s 1n both vocabulary and time.
| ' ' ¢
When 1t is in good shape, go to the next page. )
- / - -
» . )
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9. Plan for emergencies . . .

You were given a specific time to fill with your talk, and if you're like most
speakers, you feel that 1f an.emergency comes up, YOU will not be the one who
1s asked to change his speech. You're a guest of Mr. So-and-So, he couldn’t be
rude enough to flip the welcome mat on you at the last minute!

But Mr. So-and-So 1sn’t being ‘‘rude’’ when he asks a speaker to shorten his
speech because the governor of Utopia or the chairman of the board of directors
comes 1n and wants to say a few words or the business meeting is extended.
Even in a classroom situation, you never know when someone might stop by, and
you yourself may want to introduce ‘this visitor to your audience. If this sort of
thing happens you’ll HAVE to adjust to it by cutting your speech short. Remem-
ber, tlmely speaket is a respected speaker.

Could you ever need to make your speech longer? Of course! For one thing, you
might talk faster when you give your lecture than you did in rehearsal, or the
man who introduces you may ‘‘present’’ some of your supporting material by
giving an example that you expected to spend five minutes on.

Now, let’s prepare for such emergencies. If they occur and you're not prepared,
you'll feel foolish fumbling around “trying to readjust your presentation, if no
emergencijes happen, so what> You won’t have lost anything, but you will have
gained security from knowing you were prepared to give both the audiénce and the
sponsor as much as or more than they expected.

CONTINUE ON THE NEXT PAGE
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To pzepare for a DECREASE in time All you have to do 1s make notes to;our- ﬂ,:/. -
- _self on the outline you already have Use any note system that’s easy for yots”
& and mark e support material you’ll keep in"the body if your time, Rt ‘cut_tor
75% Then pat another mark by’the material you’'ll keep if time~sy cut £0-50%.
(You shouldn’t drop main points or any of the 1ntroduct10n or conchflon ) . v
- “To prepare for an INCREASE in time’ You'll have to go back to the pages of
notes you madé When you were preparing -the body of your lecture and pick
B out the support material you decided to eliminate. A suggested format 1s
P < . given below. List the support material for each point separately and in se-
. , quence, then put some special symbol (maybe a plus 51gn) on the outline :
to tell yourself when to pick up the addmonal support

/ -
. " | TIME INCREASE ’ ' ..
_ ' Main Point(s) “‘Addifionul Support
T T A
WNM)/\PW\J -‘ :”- ‘i .

Before moving on, insert notes on Yyour outline to prepare yourself for a decrease
In time and write out cues to meet a sudden increase 1n time; then go to the

next page. ~, fLr
14 .
7
X
. .
.
* -
. v
/
Y
- . .
? -
.
* “
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10. Prepare for questions . .. =

If Mr So-and-So wants you to 935wer questions or if you're part of a panel (check
that SITUATION ANALYSIS'WORKSHEET again'), then you should do 'the plan-
ning called for here. Otherwise, skip to page 54

Sdmetimgs question-answer sessions are the “fan”’ part of the presentation of a
lecture. It s a chance to redilv communscate, for then you know that your audience
1s eagerly listemung. BUT /77 w7 . .

- ¢ 4

Some speakers want to-pass out when thc questions are passed up to them These
are the lecturers who speak for their organization or about a specific subject
without preparing for obvious questions because they think they know their sub-
ject perfectly BUT, #’s not easy to think of the exact nontechnical words needed
to give the pertect”answer when Vou are standing 1n front of a sea of expectant
faces, being bombarded with questsons.

No speaker can prepare himself ahead of time to answer every question that
might be asked. but EVERY speaker should prepare ahead of time for questions
in crucial areas—especyally the policies of his organization and the areac of his
topic that pose difficulties for him. .

The less experience you have had as a speaker, the more preparation you need.

i

To prepare for que§t10ns‘,4you will go through ‘four steps:
1. Listing' AREAS that mlght provoke questions.
2 Listing QUE§T{ONS that might be asked in these areas.
3 Wnting and pollshl—ng your ANSWERS. ’

4' Entering a note to yourself to ask for questions before the conclusion, so
that you can end the question period by using your prepared concluston.

Let’s go 1nto a few more definitions and rules first, don’t start wniting yet—

‘ CONTINUE ON THE NEXT PAGE
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L QUESTION-PROVOKING AREAS are any aspects of the lecture that . . .

-

s > (a) 1nvolve organization policy,
(b) even you, an expert, find complex or difficult to explain,
(c) have aroused public interest (shown by newspaper or TV coverage),

(d) have stirred up controversy (within your own group or between your group
and others 1n related fields), or ’ ‘

Ae) have special meaning.for the bartlcular audience. -

2. WRITE OUT ANY QUESTIONS that-démand more. than a ‘‘yes’’ or “no’’ an-
swer This means anything you can think of that someone in the Audience
might ask—and remember, somebody 1s curious about each of those areas'

-3. YOUR ANSWERS .
Rule I Write them out 1n full, word-for-word as you will give them.
Rule 2. Include an example or narrative (anecdote) in each answer.

Rule 3. Review each answer for . .
new terms that need to be defined
conclusions that need to be supported
things that might cause misunderstandings
logic of development.

Rule 4. Revi® answers 1if necessary.
Al
?V
Now 1t's time to prepare to answer a barrage of questions, Go through the steps
on page 52, keeping the above rules 1n mind as you werk. Usé the format below.

QUESTION-ANSWER SESSION

Area Question Answer

/\J__/\/\/v-\_\/\/\/\/\»\,——

When you have written your questions and answers, go to the next page.

'

We .- 0 ,
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11 Write a summéry S -

/ s

If your objectsve 1s for the audxence tQ “be familiar with’’ your topxc you may
. . " skip to the next page. )
If not check your SITUATION .ANALYSIS WORKSHEET to see 1f the sponsoring

organization objects to your dlstnbutxng a summary to the audience.
o ’ . / //
t J If 1t does object, skip to the/next page. S ‘ '
. o ,
If 1t doesn’t obyect, you should prepare one—espécxally if your ébjectxve 1s to

brng the audience to the “‘bé able to talk abou“t” level or to persuade them to
J

, do anything ; h ,

/ ! '
A summary should contain the title, all main points, and the most important sup-
port matertal. You've ‘already selected the most important support material—when

‘you selected the matenal to retain if your tune is cut to 50% /

/ . ! /v
v : " N . [
T Write your summary. - B / - '
You’'ll want to duplicate the summary, Bufnot yet! / .
T . / . /7

/ * CONTINUE ON THE NEXT PAGE
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12. Have the lecture reviewed . . .

If your lecture 1nvolves the poliey of your own organization in any way, you
should have 1t reviewed by the proper authorty 1n'the organization. If it doesn't,
skip to the next page. -

Submit the lecture outline, the plans for the question-answer session, and the
summary for distribution to the policy reviewer 1n your organization.

- . . “'
When he has finished the review, revise as necessaty,

Then you’ll be ready to prepare your final draft—at last. Go to the next page.

.
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13. Compile the final draft . . .
The final didft of your lecture should imclude everything you want to take with
you when you go to speak. -All parts of the lecture should be typed or printed so

you can read your notes easily durihg the presentatxon —whenever yqu huve to
refer to them. . .

« -
.

e

)
2,

Before you begin that final draft, check your “rough: fimal’’ sagainst the list of
items below that should be included and the standards they should meet (check
back through this Guide {sce Table of Contents] if you are in doubt about:any
of the 1tems listed). .

Title S ) . .

-Objectyve- including purpose, topic, and desired result
Time allowed o . ; o
Date of lecture -

Time lecture 1s to begin

Place of lecture o .-
4 Description of aualence ‘mc*ludmg name, nymbe«, sex, education, and other
special charactenstlcs ’ -

List of aids (1f planned for)—-mcludmg the kind and number of each kind (al.l ,
parts or portions of each, such as chalk, pomter, etc.) and who.will
supply, (1f other than yourself)

Time to spend on each part of lecture (introduction, body, conclusion)

. A

Introduction, that .
is written Qut word for- word ’
1s 1n the a&&e:z: s vocabulary B
contains an a ion-getting device
contains a motivational device ”
contains an overview (unless the objective 's “‘to persuade”)
will occupy 5-15% of the total time allowed

" -
CONTINUE ‘ON THE NEXT PAGE
:‘% &i!«’ )
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When you are sure that all the items that apply to your lecture (check with the

Body, that .

1s-outlined

" contains mad points, that
are independent of each other
are stated in sentences
are organized 1n a pattern

include all material needed to reach the objective

-

. contains verbal support material

1n the form of cues (with direct quotations written out word-for-word)
that 1s related to the main points )
that 1s related to audience knowledge
contains cue$ for thé use of aids (1f aids are planned for)
will occupy 70-90% of thehtotal time allowed

Conclustion, that
1s written out word-for-word

1s 1n the audience’s vocabulary

. contains a summary

contains a remotiy ational device

‘ends with & concise closing statement
- will occupy 3-15% of the total time allowed

“cues for verbal presentation or
cues for visual presentation and
a list of all equipment needed

Plans for emesgency time changes—including . . .

symbols on lecture outline for .

reduction to 73%
reduction to 50%

-

Plans tor emergency use of all aids (if aids are planned for)—including . .

page of cues for time increase (and notes on outline to add material

if needed)

title of presentation
all main points
support material

(copies should total 10% more than expected number 1n audience)

4

Summary for distribution—1ncluding .

List of anticipated questions, with answers written out word-for-word

SITUATION ANALYSIS WORKSHEE'T again') are included 1n your rough draft,
you'll .be reudy to prepare the final draft. Go to page 58 for suggestions on

formats that will make your final d

-

‘?

raft easy to compile and easy to use.

v
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In preparning your final dratt,.use formats hke .the samples shown below:

LECTURE OUTLINE

TITLE:

OBJECTIVE(S): , -

TIME ALLOWED: DAY, TIME, PLACE:
| AUDIENCE: ,
AIDS: _° L
Time Lecture Outline Special Notes & Aid Cues -

AIDS: EMERGENCY USE

Planned Aid Replacement Talk Replocement Sketch Jools

e e

TIME INCREASE ‘ : -

Main Point(s) Additional 'Supporf‘

QUESTION-ANSWER SESSION

v

Area Question - Answer

When your final draft 1s finished, go to the next page.

58
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WHAT-TO-TAKE. CHECKLIST : | |

At last, it’s"all over but the talking.

oo One more word of caution. Take all the things listed below with you when you
~- - go to present the lectute: .

(1) Your outline

(2) All the items listed beside ‘“‘AIDS” on page 1 of the outline

(3) The people who'll assist you with your aids - . g
(4) Plans for using emergency aids )

(5) The page of cues to use 1f your time is increased .

(6) Plans for the question-answer session

-

(7) The summary for distribution (make enough copies for 10% more pebple
than are expected to attend)

GOOD LUCK! ~ .
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Before Qrdering
READ completely Administrator's Manual

(Type or print)

Name

Title

.

Organization

Address

Date of Course

Number of Students

"Designing Good Slides" Quantity




"ABOUT THE LECTURE

B

SITUATION ANALYSIS WORKSHEET

ABOUT THE AUDIENCE

{dere of lecture)

&

{nome of grouph ,

om., / p.m. . - © o,

(starting time)

AN

* ¥ “(occosion) .

. ) .__never heord of / heord of / knows obout )

{(number of minutes)

(knowledge of topic)
/

’

"\topic)

(how mony)

K

(Séx)

AY

(oge ronge)

to inform

/

to persuode

{circle your gurrose,
then 1ndicate tne
Jesired result)

oble to tolk

or

typicol ond extremes of:

-

]

(education)

(to do whot?) .

be fomilior with

(special training reloted to topic)
\

(occupotians)

yes / no {employers) -
(question-onswer sessicn) .
hond :
% (number of minutes) (handicops)
r
- ( ):e: l/f "°,>) (notionolities & cultures)
In totc me
(ottitudes taword tapic)
A% . ‘ .
ABOUT THE SPONSORING ORGANIZATION
) {title) . —
. 4 (nome) '
R . ‘.,
‘£
9 {moderotor) -
. (techniques to avoid) '
(mrroducer). . \ - - !
o (to help in obtgining.oids)
{octivities precedina) -
. (to help 1n presenting oids) -
?
yes / no ’
o (summary opposed by policy?) , (OVER)‘

{ortivities following)
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