         ON PRESENTING A PAPER



Public speaking is an art




That can set you worlds apart




From the mumbling boring drone




Who reads on for himself alone. 



So, novice or experienced man




Do the very best you can.




Follow these few easy tips

Have them at your fingertips 

And you’ll soon be quite a “pro”

Guaranteed to steal the show.

First, decide what you will say

In an interesting way.

(If you’ve nothing new to say, 

wait until another day!)

Organise your random thoughts

Then try to write a crisp report. 

Start by writing first the body.

Head and tail will follow shortly.

Introduce your subject well.

Tell us what you’re going to sell –

Product, process or idea –

Lest you keep us guessing here.

Give us next a quick preview

So we’re all in there with you. 

Most important, please be brief

Lest your main point comes to grief. 

You must organise your speech

If you really want to teach.

Once a train of thought is gone

It’s not easily re-won. 

Connect your thoughts for all to see:

“I will tell you one, two, three …”

State your first point. When it’s done,
lead into the second one

in a smooth connected way.

Lead up into topic three

Without doing it jerkily.

Recap what you have to say

As to point four you lead the way.

You’ve been asked to do the thinking 

So don’t leave your audience blinking.

Mention only what’s important

Concentrate it for the moment, 

Simplify, and clarify. 

If we need to know the rest

Lists of references are best. 

At the end, please summarise

What you‘ve said, to emphasize 

Conclusions, what you recommend, 

As on a happy note, you end. 

Like an actor on a stage

Who must rehearse at any age, 

Repeatedly, for each new show, 

You must practice all you know. 

Why be shy?  It’s done by all

Who speak to captivate a hall. 

Getting that first sentence out

Needs a well-rehearsed work-out:

Three rehearsals for a start, 

Spoken Ioud in bath or park.

Eliminate that nervous stammer.

Cultivate a polished manner. 




Speak into a tape at night



Then replay it to improve.




Time yourself to get it right




Till you’re really in the groove.

It’s amazing how you’ll feel

Self-confident and full of zeal.

Time your topics one by one

So you know which ones to prune 

Lest you be cut off too soon. 

Try improvements many ways

Remember that perfection pays. 

On the big day, in the hall

Look relaxed and smile.  Stand tall. 

Never read out what you’ve done. 

Speak as you would one-to-one.

With simple words and short crisp phrases, 

Illustrated in some cases. 

Use a card with brief points jotted

That will keep your talk well-plotted. 

Chin up, chest out, speak up, speak out !

Use lungs and diaphragm to throw 

A clear voice to the farthest row, 

Not high and strained, but loud and low.

Avoid a fixed and glassy stare.

Your eyes must wander here and there.

Look near and far, then left and right

Including all within your sight

As if you speak to them alone.

Speaking to a chart or wall, 

You will not be heard at all. 

Point in silence, with a stick

Then turn back to the mike and speak. 

Darkness puts a crowd to sleep. 

If you must project a slide

By the rules you must abide :

Typing simply will not do ! !

It’s not large enough to view.

If it can’t be read by all 

Better not “project” at all. 

Lines a millimeter thick

Are legible and grasped real quick.

Lettering centimeter-high

Will spare your viewers many a sigh. 

If a slide you must produce.

Photograph this, then reduce. 

Number all slides in one corner

So they can be shown in order

And, in case they’re dropped in fright, 

They can still be viewed aright 

Not replaced all in a jumble, 

Back-to-front, or all a-tumble.

Hand them in well in advance. 

Don’t make the organisers dance !

Illustrations must be lively, 

Commentaries crisp and timely.

Spare us all a mess of data !

Give us predigested matter. 

Only six words at a time

Gets the message out just fine. 

Break it up in little bits

Than reduce it till it fits

Into just six words per slide. 

Remember, no pains must be spared. 

For knowledge gained that must be shared. 

If by chance the power should fail

In mid-sentence, do not quail

Or stand silent. Just speak on 

Loudly, till the lights come on. 

Obedience to the clock’s a must !

Your moderator must be just

And give each speaker his due share

Of time, so discipline’s admired

And punctual speakers much desired. 

You will lose all sympathy

If you speak on endlessly. 

Better by far your speech abort. 

Obey the gavel. Cut it short. 

If a session you must chair

Please be firm and brisk and fair.

Use a bell, and use it well :

Ring it once to give fair warning 

That the time to close is dawning. 

Ring it twice to stop them stalling. 

Then be punctual, fair and firm:

Don’t let them speak out of turn. 

Stop them with a loud Thank-You, 

Recap with a brief review, 

And leave some time for questions too. 

So off you go. You’ll speak real well

And cast a memorable spell !
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