Tips for making presentations
Appearance
Be careful about how you are dressed. This can play an important part in the overall effect. Think about the level of formality required; in some cultures, it is not well thought of to loosen your tie or to take off your jacket, even if it is quite hot.
Visual aids
Make your visual aids as professional-looking as possible.
Be obsessive about equipment and possible back-ups: if a particular audience requires a particular approach, for example with PowerPoint slides, it will probably be difficult to improvise anything that is satisfactory if the slides do not work. If you do not have a back-up computer and projector, bring the slides also in the form of overhead transparencies.
Check you have everything you need before leaving to give the presentation. If you have spent hours developing slides and these are necessary for your presentation, it is probably not a good idea to leave them in your hotel room.
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Do not run over the allotted time. The question and answer session is often where this happens, so allow plenty of time for it. In a large room, repeat the questioner's question, so that everyone can hear it. Answer the question as politely as possible, but if you think the answer is not of much interest to the rest of the audience (do not say this of course), tell the questioner that you can discuss it with them afterwards, one to one. Make it clear when the presentation is over by saying 'Thank you very much' or 'Thank you for listening' in a final sort of way, otherwise things can drag on and people start leaving the room not knowing if it is over or not.

