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Checklists for Team Presentations
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Please use the following Checklist in preparation for your team presentation.  Checklists usually serve as a guidepost, not as a guaranteed recipe for success.  Your input can make a great deal of difference.  Therefore, use this Checklist as an invitation to try out some successful methods, step by step.  With practice, you most likely will discover or develop methods of your own that would benefit your presentation and, ultimately, all of us.  

Soon, I will show you a few handouts and videotaped excerpts of team presentations by my former students.  You might find a number of things that worked well (and some that did not).  Use all that you have learned so far and make the preparations for your group presentation a truly worthwhile experience for everyone.  Remember, this class stresses authentic expression of your experiences and insights, combined with research into interpersonal communication, including the impact of your individual personality on your actions and communication, even your interpretation of other people’s behavior and actions (see MBTI literature and handout).  Good luck on your communicative journey as an individual and a group presenter.  Feel free to contact me ASAP with any questions and suggestions, either in class, via e-mail, or as part of your office visit.  
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TEAM PRESENTATION
01. You have chosen a topic which combines your own personality and an aspect of communication--a topic that greatly interests you and your team and holds the interest of your target audience, at least for the duration of your presentation.

02. You have chosen a topic where communication researchers and professionals have done enough work so that you can find the most relevant sources for your presentation via library, data bases, interviews, etc.

03. You have networked with your classmates regularly (sitting next to two different people in each session) and dis​cussed your interests with them so that you feel comfortable working with one or two teammates.

04. After you formed or joined a group for your team presenta​tion, you have remained flexible and open to each other's ideas including a fine-tuning and/or narrowing of your topic.

05. You have contacted your team partners, exchanged telephone numbers, e-mail addresses, and set up meeting places and best times to meet, either in person or on the phone.

06. Like a good professional, you have included, if possible, some of the following preparatory activities: data base searches in the library, interviews, taking notes, and looking for any materials that you could use for your presentation.  

07. You have made sure that the Works Cited section in your handout follows the MLA (Modern Language Association) format and only contains references to articles, books, and/or Internet sources, including at least one interview with an expert in the field.  On your Works Cited page, only include those entries that you have actually referenced in your presentation handout.  Do not include anything on your Works Cited page that you have read but not quoted, paraphrased, or summarized.  Download, study, and apply to your Works Cited page the MLA format as presented in the MBTI bibliography on my website.

08. If your group consists of three group members, select a team leader and work with him or her in the spirit of cooperation, rather than making that person responsible for everything.   Groups cannot contain more than three members.
09. You've shown diplomacy and kindness in helping those team​mates who may not always have given of their best, thereby strengthening your social skills, perhaps even your leadership skills.

010. You have the courage to speak up if something doesn't feel right and, simultaneously, invite a discussion among your team​mates to find better solutions.  Similarly, you have been honest and firm in helping those who need to contribute more (quantity) and/or more materials of substance (quality).

011. You have observed yourself from a group-dynamic point of view and have learned to fine-tune your communication with your teammates.  Please take notes of the whole process so that you have enough material to evaluate this part of the course in your LEANRING INVENTORY at the end of the semester. 

012. You have learned to delegate tasks, rather than doing every​thing yourself.  You have also made sure that everyone on your team is doing what he or she would like to do and could do best.

013. You have helped your teammates to move from an average to a truly enlightening and empowering presentation, and you have made some (mental) notes on how to become even more effective in future joint ventures.

014. You will have set up two appointments with me: The first one at my office at ca. 5:30 p.m., two weeks before your presentation, where you and your teammates will go over your plans and where we brainstorm and conceptualize your presentation.  The second meeting with me will take place after class one week before your presentation when we will fine-tune your presentation and you will show me your printed version of your planned handout—before you print a whole set with enough copies for each class member.   Make sure to bring along to those two sessions any questions and comments you might have so that we get as much done as possible to make your presentation truly meaningful and enlightening for your audience.  
015. Please send me a copy of your handout and your PowerPoint presentation as two separate e-mail attachments at least two days before I meet with your team.

016. You have presented several "dry runs" of your group presentation by timing them, perhaps even taping at least one of them with a video recorder, followed by a process session in which you gave each other feedback on what worked and on what you could do—individually and collectively--to improve the in-class presentation even further.

017. You have taken into consideration that everything you do takes at least twice as long as your most conservative estimate—and then some.  Therefore, you have allowed plenty of extra time for library visits, online searches, interviews, writing and illustrating your handout, and practicing your team presentation in front of friends and/or family members.  You have also developed back-up plans for any unforeseen emergencies.  

018. Before your group presentation, you have asked yourself as an individual and as a team member, whether you have truly prepared yourself in such a way that you are not only informing your classmates of an important topic, but that you are giving people a chance to enlighten and perhaps even empower themselves.  

019. You will make sure that everyone on your team is dressed appropriately for your audience and your topic.  Usually, men wear a shirt and tie, a jacket and dark trousers (no blue jeans, khakis, or shorts) on the day of your presentation, while women usually wear the outfit you’d wear if you were going to a formal job interview with a top company--unless your presentation calls for other outfits (nurse, Marine, etc.)—and, yes, you want to make sure that even your shoes convey your professionalism.

020. You have selected props that make visual some of your main points.  Example: medical gown for interaction between physician and patient, toys with which kids tend to play, table cloth to match your scenario for the educational skits, etc.

021. Every one in the room will receive a copy of your handout, which will contain your team’s family names on top of each page.  Following the MLA format, you must present their last names in alphabetical order, followed by the page number on the top right hand side of each page, starting with the actual handout text.  For example, if your three teammates are called Johann Wolfgang von Goethe, Ernest Hemingway, and Virginia Woolf (you may wish to check their names and achievements on the Internet), then as a result of your correct use of the format, each page would read as follows on the top right hand side: 

Goethe, Hemingway, and Woolf 1
022. For details on how to create an automatic pagination for your handout, please check the “Helpful Computer Commands” handout on my website.

023. You have either utilized the blackboard or, better still, a visual display because you knew, based on an old Chinese proverb, that most of us forget quickly what we have heard, remember better that which we have seen, and rarely forget that which we have actually done, even if it was "only" a short communication exercise in class, ideally one that truly integrates your audience.  

024. You have included at least one excerpt from a video (whether from a commercial or an educational film) that illustrates powerfully one of your main points.  Go for one or two 10-30 second excerpts, never more than one minute total.

025. You are integrating a PowerPoint presentation into your presentation, demonstrating that you are on top of things not only from a content point of view, but also from a technical perspective, giving you a great advantage over speakers who do not know the impact that such a visual tool can have on an audience.  
026. Please order a PowerPoint cart through me and practice on those special computers earlier that evening.  And in case of some malfunction, always have alternative materials ready, such as large flash cards and/or educationally relevant transparencies on the overhead projector (make sure to use the right transparencies for your inkjet or laser printer).  However, please use the overhead projector only in case of an emergency.
027. You have made sure that you have planned at least one interactive exercise which includes all or at least some members of your target audience.  Some of the best teams in the past have developed a short but relevant e-mail questionnaire prior to their presentation, the results of which they integrated successfully into their presentation.
028. You have realized that once you do your presentation, you are the captain of the ship.  Therefore, you communicate with your audience in such a way that you stay in command by presenting the three main points of your topic through three vivid examples, rather than rattling off long strings of randomly chosen facts which your audience most likely will forget.  In short, you have become managers or teachers who are reaching out to all of us, guiding us through unknown waters to reach an island of knowledge, using the story approach to combine theory and practice.

029. You have integrated research results with some (your and another professional’s) personal experience to let us see the principle or pattern at work, so to speak—hence the reference to our textbook and at least three or four other sources.  Strange as it may sound, the most successful presentations invariably are those in which the presenters have managed to blend research and personal experiences in such a way that they are presenting powerful vignettes, real life stories that vividly illustrate their main points.

030. You are mindful of the time limit: 15-20 minutes for a team of three, 10-15 minutes for a team of two.
031. You would see your whole group as a chamber orchestra where everyone counts as equal.  You therefore would orchestrate the order in which you speak, the length, the frequency with which you alternate your roles as presenters, actors who play certain roles, and commentators on those communication situations.  You will make sure that the audience will see that your group acts as a team that involves everyone equally as researchers and presenters.  Think of a successful news program where the two or three newscasters take turns—back and forth—in presenting the story.

032. Prepare yourself for situations where your carefully constructed plans may not work as you had expected by learning how to “wing it,” that is, by improvising, a skill vital in certain communication situations.  You therefore would let one of the strongest and most experienced of your team partners give the summary and conclusion so that in case of a mishap or your team running out of time, that person could rectify the situation by bringing your presentation to a successful conclusion—on time.  
033. You want to enlighten and empower yourself and your audience through the important experiences and insights on which you have based your preparations and the actual presentation.  You have reminded yourself that even as part of a team, each presentation is a piece of yourself, geared toward creating an effective impression on and perhaps even lasting change in the members of your audience.  Therefore, you want to go all out and sign your work with excellence.  Remember, the better your presentation, including the PowerPoint, and the handout, the greater the chance that you can apply those skills at your workplace and use the handout as part of your portfolio at your next job interview.

034. You have done everything in your power to have a lasting impact on your audience by contextualizing your information in form of real life stories and anecdotes, all geared to inform, entertain, and activate your audience.

035. At the end of your presentation, your team gives every class member a small gift that relates to your topic.  Your team has used the idea of your gift throughout the presentation so that your audience will immediately understand and associate your token with the main points that you tried to teach.  For example, one team that talked about overcoming “prickly” behavior frequently associated this idea with a cactus and even showed some pictures of cacti to illustrate their point.  At the end of the session, they presented every class member with a very small potted cactus that came from the cuttings of a much larger plant, owned by the mother of one of the presenters.  

036. You have decorated the table and the room to match your topic, and you are serving some food and drinks for everyone—all matching you’re your topic.  Example: a romantically set table for two with flowers, etc. for a presentation on dating, or a table resembling a desk at an office for a presentation on job interviews.  
037. Ask a friend or relative to videotape your team presentation in class.  Such a document can become an important step in your own professional development.  If you are happy with your presentation you can then give me a copy so that in the future, I can show excerpts in other classes.  
038. Invite as many of your friends, relatives, colleagues, etc. to your presentation as possible.  Experience has shown that whenever we have guests, the quality of performance goes up immediately as there is a sense of excitement and reality in the air.

039. Last, but not least, you want to thank your teammates and conduct a post-presentation analysis in which you assess your contributions, both strengths and liabilities that went into the preparations and the actual presentation as part of your Communication Portfolio (for details, see your schedule).  
040. As a result of your semester’s work, especially your presentation and all the skills that you developed and fine-tuned, you will increase your chances of one day soon doing more presentations at work, and/or at social gatherings.  Therefore, take your work seriously from day one and enjoy the experience working with your teammates and eventually, the whole class.  
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Add more team presentation insights and techniques, ideally after discussions with your partners.  

As always, feel free to contact me--in class, at my office, and/or via e-mail, if I can support you further. 
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