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Practice:
o Rehearse the presentation thoroughly

e Don't read from a script or simply recite the content off of
your slides
e Pay special attention to time
- Revise the talk as necessary to stay comfortably within the
time limit -
- A good rule of thumb is one to two minutes per slide

Delivery:

» Space-know the room and facilities

- Physical presence-engage the audience

- Vocal Presence

Speak slowly and clearly

Avoid monotone

Avoid words such as: "'um", "uh", "ah", "like"
Don't use slang or overly informal style

Making Effective Visuals

L Clear Concise Message

U Simple content and format

L Good contrast
* Avoid dark or busy backgrounds
e Don't use more than three colors

[ Avoid font sizes smaller than 20 pt

U Avoid pictures, diagrams, or text that are not
readable by the audience
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Writing

What is different about Technical
Writing as compared to "ordinary”
writing?

O Specific, rather than general, targeted
audience

U Intent is to convey factual information,
not to entertain

0 Need to be precise (unambiguous) and
complete

[ Objective rather than subjective



The Key to Effective Technical Writing

[ Organization

Three More Keys to Effective Technical
Writing

U Clarity

[ Precision

d Completeness
-But not lots of extra meaningless detail
-The trick is to convey the right amount of

information, without burying the reader with
unnecessary trivia
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To: Recipient’s Name <email address>
From: Your Name <email address>

Subject: Title that specifies the topic and perspective on that topic

Attachment: Name of attached file

Recipient’s Name:

People read email quickly. Therefore, get to the point in the first paragraph—the first sentence, if

possible. In other words, state what you want up front. "

Be sure to give the person receiving the email the proper level of respect. Do not write “Hey.” Do
not address people by their first name unless you are friends, colleagues, etc.

In this email format, which comes from www.craftofscientificwriting.com, you should use single

line spacing and skip a line between paragraphs. Because people read email quickly, use shorter
sentences and paragraphs than you would in a longer document.
Final paragraphs should tell readers what you want them to do or what you will do for them.

Sincerely,

Your Name

Your Name

Your Department
Your Institution
Your Phone Number

* Do not start with ‘I hope this email finds
you well’

Remember, the internet is forever...
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