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ROUTE  MAP 
 

 

 

 

1.    Steps to reduce the fear of public speaking 
 Rating of human fears 
 The nature of fear of public speaking 
 Awareness of fear 
 Techniques to reduce the level of adrenaline,  relaxation 

techniques (physical activity, "wet greatcoat�”, neck massage, 
the tension and relaxation of all muscles, jaws movements, 
grimacing," ripples "," hares ") 
 



TRANSPORT DIALOGUE AND INTEROPERABILITY BETWEEN THE EU AND ITS NEIGHBOURING COUNTRIES AND
CENTRAL ASIAN COUNTRIES PROJECT

Presentation Training in Preparation of the TIF 
 

 
Page 3 

September 2010 

 
 

2.    Self-Tuning 
 Adjust yourself to pleasure! 
 �“Stop trying to hit me and hit me�” 
  Verbal templates 

 
 

3.    The Purpose of Public Presentation 
 What  do we expect as a result of performance? - Concrete 

actions of  the audience. 
 The goal must be captivating. 
 Enjoy your performance! 
 Practice-Practice-Practice! 

 
 

4.    Parts of Speech 
 The noun  (who?) 
 The verb (to do what?) 
 Ajective (how?) 

 
 

5.    Performance Composition 
 Cycles in Nature 
 The law of composition 
 Introduction, main part, the climax, conclusion 
 The law of the pendulum 
 The balance of form / content, emotional / rational 

 

6.    Test Run. Key Points. 
 Plan (skeleton) 
 Fixation (body) 
 Key points 
 General rehearsal (run-through) 
 Rest, reboot 
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7.    Presentation Day 
 Explore the territory! 
 Appearance (no new clothes!) 
 Do not be afraid to be funny! 
 Reserve funds 
 If you have stumbled 
 Smoothing of emotions "after" 

 
8.    Capture of the Audience 

 Using the factor "friend / stranger" 
 Compliments 
 Focus the attention vector at the interests of the audience 

 

9.     Factors to influence the audience 
 Influence components (60/30/10%) 
 Language of postures and gestures 
 Visual aids 
 Movements 

 

10. Attention Attracting and Retaining 
 Eye contact 
 Observation angle 
 Pay attention to each! 
 Contrasting stimuli 
 Talk with your audience (involvement) 
 Mind sabotage! 

 
11. Questions and Answers 

 How to avoid questions 
 Tricky questions 
 Do not be afraid to admit ignorance 
 There are no questions 
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12. Fact and Fact Image 
 �“The Cyclist�’s Rule�” 
 Give a tip to your audience how to take your performance 
 Specifics of the target audience 
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Composition of a Presentation 
"Tell them what you are going to tell them, tell them, and then tell them what you 
told them." 

 
The script does not necessarily have to be a work of literary excellence. For some, 
simple notes on 3 x 5 file cards are sufficient. Other presenters and presentations 
require a carefully composed, professionally developed script. The exact form of the 
script depends on the formality of the presentation, the make up of the audience and 
who will be presenting it. Any presentation script, regardless of complexity is like any 
other business correspondence. It should consist of the same four basic parts, an 
opening, body, summary and closing.  

 

 

 

 

         

Summary/Culmination 

THE OPENING  (~ 20 %) 

The opening of the presentation sets the stage for what is to follow. It forms the 
emotional background and appeals to the senses. Participants are introduced and the 
purpose of the presentation is stated. You can also present a very brief summary or 
outline of the points to be covered. This helps keep your audience oriented properly 
within the framework of your script.  

   

BODY (~ 60 %) 

This is the part of the script in which the bulk of the subject matter is presented. The 
body of a long presentation should be separated into smaller, easily assimilated 
modules. Each module or sub-section should make a single point or convey one idea. 
These sub-sections should each have their own simple opening, body and summary.   

   

 
Opening 

20% 

 Closing 

20% 

 

BODY �– 60% 
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SUMMARY  (CULMINATION) 

This portion should be very brief and simple. Here is your chance to reinforce the 
central theme and purpose of your presentation. Briefly emphasize the key points and 
main ideas of your script in this section.  

 

QUESTION AND ANSWER SESSIONS 

Question and answer sessions often follow a final summary and are very productive if 
managed properly. You should encourage questions from the audience if time or format 
permits, but be prepared to answer them. If you do not know the correct answer to a 
question, don't try to fake it. You should refer the question to someone who can answer 
it correctly or make a note to yourself to obtain the answer later. When you do, contact 
the person or persons who asked it as soon as possible. This makes an excellent door 
opener for follow up calls.  

Old Speakers Trick: If you Don't want any questions, look the audience over 
and ask if there are any questions. This puts pressure on the audience and 
makes many of them choke, and therefore, not respond. 

 

CLOSING ( ~20%) 

In a well structured closing, points raised during the question and answer session (if 
any) are summarized and any handout material that was not required during the 
presentation is distributed. Handout material which emphasizes each key point or idea 
permits your audience to review the subject and assures that your words will remain 
fresh in their minds. Handout material should not be distributed before a presentation 
unless it is critical to the theme since it invariably leads to audience distraction. 
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