
Speech Preparation 

Step 1: Gathering Information for the Presentation 

What are you going to talk about in your presentation? The following 
questions will give you a focus for what you want to say to the panel. Use 
the Project Self Evaluation Form to help you answer the questions. 

1. How are the research paper and the project connected?  

2. What emotions did you experience as you worked on the exhibition 
project (Excitement? Frustration? Pride? Anger?)?  

3. What problems did you encounter and how did you solve them 
(Money? Time Management?)?  

4. How did you personally grow from the experience of working on the 
paper and project? What did you learn about yourself?  

5. What knowledge did you gain about your topic?  

6. How did your project affect your plans for the future?  

7. What exhibition advice would you pass on to next yearʼs 
participants?  

Step 2: Writing the Content of the Presentation Use the answers to 
the questions to help you write what you are going to say. ! 

1. Plan and write an introduction. The introduction should: 
• Grab a person’s attention (Consider using quotations, 

interesting statistics or facts, dramatics, audience participation, 
demonstrations, questions, or games) 

• Make the thesis statement clear (make sure you mention the 
paper and the project) 

• Take no more than one minute 
2. The middle of your presentation should include some of the 

information from the other questionsyou answered in the section 
above. Organize and write what you want to say in a clear and 
concise manner. Remember you only have ten minutes. 

3. Plan and write a conclusion. The conclusion should:  
• Restate the topic thesis  
•   Leave the audience thinking  
•   Take no more tan 30 seconds   

4. Plan how you will display your project. Will it be an on-going part 
of your speech? Part of the introduction? Happen after the 



conclusion? Can it be worn, eaten, viewed, used or played during 
the presentation? Avoid passing items around during the 
presentation because it causes too much distraction.  

5. Plan what visual aids, if any, you will show during the speech.  
6. Write your presentation on 3-by-5-inch cards. Include all aspects 

of the presentation on the cards including visual aids and displays. 
The cards should be organized and numbered in the order of your 
speech.  

7. Let the teacher know what audiovisual equipment you will need 
one month prior to the presentation.  

Step 3: Practicing the Presentation 

You may have heard of the expression, “Practice makes perfect.” You are 
strongly urged to practice your presentation in front of a mirror, for 
family and friends, or in front of classmates to become used to 
performing in front of an audience. You will also be able to relax and 
enjoy the experience more if you are comfortable and confident with the 
material to be presented. 

1. Eye contact is extremely important because it engages an audience 
and makes them participants in the presentation. True 
communication happens with the eyes, so make sure you make eye 
contact with all members of the panel. Practice often enough so 
you do not have to look at your cards.  

2. Smile! Remember the audience is friendly and they are pulling for 
you. You will need the reinforcement their encouraging expressions 
will give you.  

3. Stand up straight and proud. You have a right to be proud because 
you have accomplished a challenging task.  

4. Speak clearly and loudly enough for people to hear your speech. 
Show excitement and enthusiasm in your voice when appropriate.  

5. Use hand gestures to help make a point, but they should be 
natural and not choreographed or mechanical.  

6. Plan and practice using any props.  

7. Avoid gripping the platform, twitching, or squirming. You want the 
audience to pay attention to what you are saying.  

8. Consider what you wear.  



Step 4: Preparing for Questions 

Although you do not know the questions the panel will ask, you can 
make some educated guesses and be prepared with answers. Below are 
some brainstorming questions. 

1. If you were on the panel, what would you want to know about your 
presentation?  

2. What questions would you like people to ask?  

3. What unusual quality does your paper or project have that will  

4. What controversial topics, if any, do you touch on?  

5. What are the reasons for choosing the topic?  

6. Who helped?  

7. How did you finance the project?  

8. How much time did you spend?  

 


