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

Presentation Training in Preparation of the TIF

The Key Steps to an Effective Presentation

Half the world is composed of people who have something to say and can't;
the other half have nothing to say and keep saying it.

Objective of the Training

The TIF is one major milestone in the cycle of the IDEA project. It is the main
communication event for the next working periods including different tools.

Objective of the proposed training is to assure proper and appropriate communication
and presentation skills for all presenter of priority projects at the event.

Trainers

e Svetlana Margolit
e Detlef Pulsack
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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 ")
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2. Self-Tuning

¢ Adjust yourself to pleasure!
e “Stop trying to hit me and hit me”
e Verbal templates

3. The Purpose of Public Presentation
e What do we expect as a result of performance? - Concrete
actions of the audience.
e The goal must be captivating.
e Enjoy your performance!
e Practice-Practice-Practice!

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

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

6. Test Run. Key Points.
¢ Plan (skeleton)
¢ Fixation (body)
o Key points
e General rehearsal (run-through)
e 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

10.

11.

Influence components (60/30/10%)
Language of postures and gestures
Visual aids
Movements

Attention Attracting and Retaining
Eye contact

Observation angle

Pay attention to each!

Contrasting stimuli

Talk with your audience (involvement)

Mind sabotage!

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
e “The Cyclist’s Rule”

e Give atip to your audience how to take your performance
e 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.

BODY - 60%

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.
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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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A dekTBHAA OM3HEC-Npe3eHTaUUsA

JTrodu Gensimcsi Ha 08e MoJsI08UHbLI: OOHUM ecCmb 4YmoO cKa3amb, HO OHU He
ymMerom 2oeopumb, Opy2uM He4Yye20 CKazamb, HO OHU HEYCMaHHO 2080psim.

Llenb TpeHuHra

NuBectuumoHHbin ®opym TPACEKA (TIF) — ogHa u3 BaxHenwmx Bex B Xxode
peanu3aumn npoekta IDEA. 3To ocHoBHOE MHOpMaUMOHHOE COObITUE NOCNEAyLMX
aTanoB paboThbl.

Llenb npegnaraemoro TpeHunHra — obyyeHme byaywmx opatopoB 3P PEKTUBHBLIM
MeTodam 1 npMemMamMm KOMMyHUKaLumu 1 Npe3eHTauumn nepes BbiCTYMNAeHNneM ¢
npeseHTaumen NPpUOPUTETHbLIX NPOEKTOB Ha MIHBECTULMOHHOM hopyMe.

TpeHepbl

e CaetnaHa Mapronut
e [-p Awpad Xamepg
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MAPLLUPYTHAA KAPTA

13. Kak cHu3uTb cTpax nyornmnyHoro

BbICTYNNEeHNA?

e PenTnHr yenoseyecknx cTpaxos

e [lpupoga ctpaxa nybrnnyHoOro BbICTYNNEHNS

e Oco3HaHue cTpaxa

e [lpuembl 4na CHWXKeHUs YPOBHA agpeHanuHa u penakcaumm
(bnsnyeckne Harpysku, « MOKpasi LUMHESb», Maccax Lueu,
Hanps»KeHne BCeX MbILWL, 1 cOpoc HanpsbkeHns. [BumxeHns
YerCTbl, rpuMachl, «psibb Ha BoAe», «3anubl»)
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14.

15.

16.

17.

18.

CamoHacTpouka

HacTtponTe cebst Ha yaoBonbcTBUE!
«lNepecTaHb NbiTaTbCA YOAPUTb N YAaapb MeHs!»
LLlaBnoHHbIEe crnoBa

Lenb I1y611VI‘-IHOrO BbICTynneHuA

Yero xpgem B pesynbTate BbICTynrieHns? - KOHKpEeTHbIX
OEeNCTBUN CO CTOPOHbI ayauToOpuUn.

Llenb gormxkHa yBnekatb.

[MonyyanTte yooBOnbCTBME OT BbICTYMeHNA!
[MpakTnkynTecs!

YacTtu peum
CyuwectButensHoe (KTo?)
naron (4To genaet?)
[MpunarateneHoe (kakne?)

KOMI103I/IL|,I/I$| BbICTYnNJI€HUA

LinknnyHocTb B npupoae

3aKoH KoMMno3nuum

BcTynneHue, ocHOBHas YacTb, KyfIbMUHALNS, 3aKnioYeHne
3aKOH MadaATHMKa

banaHc doopma/coaepxaHne, aMmoLMOHanNbLHoe/paunoHanbHoe

NMporoH. Te3ucobl
[MnaH (ckener)
dukcauma (Teno)
Teaucel

"eHepanbHasa peneTnuns
OTabix, Nnepesarpyska
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19.

20.

21.

22.

23.

JeHb npe3eHTauum

OcsoTe Tepputoputo!

BHewHun Bug (HeT - HoBon oaexae!)
He 6ontecb ObITb CMELLUHBIM

3anac cpeacTts

Ecnu Bbl 3anHynucb

CHATME BONHEHUSA «nocne»

3axBaT ayautopumn
Ncnonb3oBaHue dpaktopa «CBOW/YyXOomn»

KoMnnumeHThl
KoHueHTpaunsa BekTopa BHUMaHUSA Ha MHTepecax ayamTtopum

CDaKTOpr BO3AeﬁCTBMﬂ Ha ayauTopuro
KomnoHeHTbl Bo3gencteus (60/30/10%)

A3bIK NO3bl N XXECTOoB

cnonb3oBaHne BMU3yarnbHbIX CPEACTB

[1BmxeHune

I'IpMBnequMe n yaepxaHme BHMMaHuUA
3pUTENbHbIN KOHTAKT

CekTop 0630pa

Yaenute BHUMaHUE KaxXaomy

KoHTpacTHble pasgpaxutenu

[[oBOpuTE C ayanTopmen, a He BbICTynanTe nepen Heu
(BOBNe4veHue)

BHumaHune, gusepcus!

Bonpocbl 1 OTBETHLI

Ecnu Bbl HE XOTNTE BOMNPOCOB
KaBep3HbI Bonpoc

He BonTtecb npnaHaTbCsl B HE3HAHUM
OTcyTCcTBME BONPOCOB
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24. CTpyKTypa BbICTYMNsIeHUA
e 3 TUMa BbICTYNIEHUN

25. Wmupx dakta
o «[lpaBurno Benocunegucra»

o [logckaxute ayomtopun, Kak OTHOCUTLCS K Bawuemy
BbICTYMNEHNIO.

e OcobeHHOCTHU LeneBon ayautopum
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PEKOMEHOALUU NO NOAIOTOBKE BbICTYIJIEHUA

"Pacckaxxume umM, 0 4YeM 8bl cobupaemecb UM paccka3amb, pacCKaxume, u
3ameM pacckaxxume uM, Ymo 8bl UM paccka3asnu.”

OcHoBHas YacTb — 609

Pestome/KynbsmuHauus
CHavana cgenavite «kapkac» unm «ckenet» yayLiero nybnmyHoro BoICTynneHns:

e Onpepenute MOTUBaLUMIO CyLLAHWS NIOABMU Ballero BbICTynneHus. [ns 4ero ato um
HY>XHO? YTO NOME3HOro UMM MHTEPECHOro OHW y3HatoT Ans cebs?

e BbigenuTe rmaBHyI0 MAEKO BaLLen peyu.

e BblgenuTe noasaronosBku, pasgenus Ballly UAEK Ha HECKONbKO COCTaBHbIX YaCcTewn.

e OnpepenuTte KnNtoYeBble COBa, KOTOPbIE Bbl MOBTOPUTE HECKOMbLKO pas, YToObI
NPUCYTCTBYIOLLME fyYLle 3anOMHUNK, O YEM Bbl UM pacckasbiBaeTe.

e TwaTensHO NpogymManTe nnaH u CTpykTypy byaywen pedn. OHa JoSmKHA BKNOYaTb
BBEAEHNE, OCHOBHYH YacTb U BbIBOAbLI (OKOHYaHUE)

MoarotoBMB «CKENET», HAYNHANTE HapauwunBaTb HAa HEM «MYCKYIbI».

e Hangute apkne npumepbl «13 XU3HU», U3 UCTOPUN, NNTEPATYpPbl, KOTOPbIE UCNONb3yeTe
B MpoLecce BbICTYMMEHNS.

e [logrotoBbTe HEOBXOANMbBIE CXEMbI, UNAOCTPALUK, rpaddnKn ANs 3PUTENBHOMO
3aKkpennenus tHopmaunu.

e Onpegenute MOMEHT B XOA4€e BbICTYNSEHNS, KOraa Bbl 06paTtuTech K ayaAnTopun C Kakum-
TO BONPOCOM, C NPOCLOOK YTO-TO Ha3BaTb, NEPECUMTaTb — ITO NOMOXET
NPUCYTCTBYIOLLMM CKOHLIEHTPUPOBaTb CBOE BHMMaHMe Ha 06Cy>XaeHUn TeMbl U
3HAYMTENBHO NOBBLICUT 3PEKTMBHOCTL BOCMPUATUSA BalLero Matepuana.

HanuwwuTe nonHbin Tekct. Ocoboe BHUMaHNE yoenute ero Hadany m OKOH4aHuio.

Oco6eHHOCTLI0 BBEAEHUSA SBNSETCS TO, YTO ayauTOpUsi MO HEMY OYeHb BbICTPO COCTaBUT
BrnevatreHve o Bac, 1 3To BneyatneHme 6yaeT AOMUHMPOBATL Ha NPOTSHKEHMN BCEro
BbICTYNNeHus. Ecnv Bo BCTYNUTENbHOM YacTu 4ONYCTUTb OLIMGKM, UX Tshxeno byaeT
ncnpaeuTb. BaxkHo ¢ caMoro Hayana 3anmHTepecoBaTb NyGNUKY YAA4YHOCTbIO BalLero nepeoro
BbiCTpena. [Ins 3Toro Bo BCTYNUTENbHOM YaCTU MOXHO UCMOMb30BaTh KaKy-NMG0O OCTPOYMHYHO
LUYTKY, pacckasaTb MHTEPECHbIV hakT UM BCMOMHUTL BblAatoLLEecs MCTopuyeckoe cobbiTue,
06s13aTeNbHO CBS3bIBAs MX C TEMOWN BbICTYNIEHUS.

3aknounTenbHas YacTb Ny6rIMYHOro BLICTYNNEHUS NpeaycMaTpuBaeT noaseaeHve ntoros. B
OKOHYaHUW HY>KHO HAaNOMHUTb KItoYeBble NPobrieMbl, 3aTPOHYThIE B peyun, 06a3aTernbHO
MOBTOPUTL BCE OCHOBHbIE MAeW. Y 4a4HOCTb KOHCTPYKLMU NocneaHux dopas, ycuneHHas mx
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OMOLIMOHAlIbHOCTbIO, BbIPa3nUTENTbHOCTbIO, HE TOJIbKO BbI3OBET aryiogNCMEHTbI cnymaTeneVl, HO
N NpeBpaTUT UX B BaLlLNX NPUBEPKEHLIEB.

MaBHbIM Ball KOHTPOep — BpeMsl. YUnTbiBanTe TEMNOPUTM Ballen pedn. Camas
BGnaronpuaTHasa CKOpoCTb Anst Bocnpuatua — npubnuauntensHo 100 cnos 3a MUHYTY. MNpu
NaHMpPOBaHMM BbICTYNNEHUS 06a3aTenbHO yYnMTbiBanTe BpeMsl, KOTOpPOe Hy>XHO ByaeT
noTpaTuTb AN OTBETOB Ha BOMPOCHI.

v' YKenaTenbHo y3HaTb 3apaHee, nepes keM BaM NPUAETCSA BbICTyNaTb: YACIEHHOCTb
ayauTopun, ee NHTepEeCHI, B3rNaabl, Yero OHa XAeT OT opaTtopa, Kakyr peakumto
HeobXxoaAMMOo NoNy4YnTb OT Hee. B 3aBMCUMOCTM OT 3TUX NoKasaTenen OTKOPPEKTUPYNTE
OoTAenbHble MOMEHTbI CBOErO BbICTYNNEeHUd. Hy>KHO HaXOAUTbCSA Ha OAHOM KyNbTYPHOM
YPOBHE C ayauTopuen, obLaTbCsl Ha ee SA3bIKe, TONIbKO B 3TOM Cry4yae MOXHO
paccynTbiBaTb Ha YCTAHOBIIEHNE MCUXONOMMYECKOro KOHTaKTa Mexay opaTopoMm m
cnywaTtenamu. He cnegyeT 3atparMBaTb TEMbI, KOTOPbIE BbIXOAAT 3@ paMKM NOHUMaHMUS
ayoutopuu.

v' TpoBepbTe NO CNnoBapsiM 3HAYEHUS «YMHbIX» CIOB, KOTOPbIE Bbl MCMOMb3YyeTe.
BbliCHUTE NpaBubHOCTb UX MPOU3HOLLEHUSA. A3bIKOBbIE OLLUMOKN MOTYT Bbi3BaTb
HacMeLLKN B Ball afpec v NorybuTb Bce BbICTYMMEHME, KakuM Obl reHManbHbIM OHO HU
ObIII0 N0 coaepKaHuio.

v" Korga peyb NnoaroToBreHa, €e OCHOBHbIE MOOXEHUS UM TE3MUCHI NyYLle 3anMcaTb Ha
HebonbLlUMe KapTodkK. Pacnonoxurte ux nocrnegoBaTtenbHO. TakMMmn KapToukamMmm OYeHb
yao6HO nonb3oBaTbCs BO BpeMsi BbICTynfeHus. Ecnv aTo He AByx- TpexyacoBown
AOKNaA, TO YATaTb TEKCT HE PEKOMEHOYEeTCS, KenaTenbHO BblyYnTb €ro HausyCcTb U
NPOU3HOCUTb MO NaMsATU, NULLIL BPEMS OT BPEMEHU 3arnsgbliBas B CBOU 3aMETKN.

v TponsHecuTe peyb HECKONLKO pa3 BCIyx (Ny4lle nepes 3epkanom), YTobbl NPUBLIKHYTb
K TEKCTY M XOPOLLUO NPOYYBCTBOBATbL BCE HOoAHChI. [ns wnndoBku dopas, UHTOHaUUK,
MUMUWKM XenaTenbHa paboTta ¢ MarHMToOHOM UNKn BUAEO-kamepon. Takas
npeaBapuTenbHas TPEHNUPOBKA CHU3UT Balle BOSIHEHME, MO3BONUT NOYYBCTBOBaTL Ccebs
YBEPEHHO Y HAMHOTO YBEMNNYUT BEPOATHOCTb ycrnexa nyoGrMyYHOro BbICTYyNfEHS.
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