The Oral Presentation
As a requirement for graduation, each cadet will be required to prepare a five minute oral presentation based on a Tongue & Quill document.

I. Preparation
A. Define the audience.

1. What special interests do they have?

2. What kind of information do they need to make effective decisions?

3. What do you expect them to do with your information?

B. Define the main point you wish to convey.

1. Should have a direct bearing on your listener’s future actions or decisions.

C. Divide the main point into a series of subpoints.

1. Should be listed our outlined.

D. For each point, create a memorable graphic or series of graphics

E. Organize and plan to spend at least two minutes per visual.
F. Use large type and clear fonts on your visuals.

1. Multiple or outlandish fonts and styles are distracting.

G. REHEARSE!!

II. Delivery

A. Make your purpose clear from the start.

1. Tell them what you’re going to tell them, tell them, then tell what you told them.

B. Vary the tone, pitch and loudness of your voice.

1. Use to emphasize points

2. Monotones will put people to sleep.

C. Avoid pitfalls that send the wrong message.

1. Long Pauses

2. Breakdowns in fluency

3. Failure to make eye contact

D. Stay within your allotted time

1. Most listeners find it difficult to stay awake during a presentation for longer than 20 minutes; especially in a darkened room.

E. Beware of Offensive Material

1. Clichés

2. Jokes

3. Stereotyping

4. General Political Incorrectness
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