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Making a presentation checklist
	Topic/Task:

	Information 
	(
	Examples, explanation and justification

	possible information sources
	
	

	position and thesis 
	
	

	attention grabbing introduction
	
	

	main information points
	
	

	sequenced logically
	
	

	examples and evidence to support content
	
	

	conclusion/summing up
	
	

	modal words to indicate certainty (possibility or probability, obligation or permission)
	
	

	transition markers to guide the listeners between sections
	
	

	Language 
	(
	Examples, explanation and evaluation

	SAE
	
	

	style: (appropriate for the audience and purpose)
	
	

	vocabulary: exaggerated, emotive, evaluative, persuasive, exclusive, inclusive and/or precise
	
	

	language features: emphasis, fluency, intonation, pace, pause, pitch, projection and intonation
	
	

	language devices: alliteration, assonance, imagery, metaphor, onomatopoeia, personification, repetition, rhetorical questions, similes
	
	

	Presentation
	(
	Examples, explanation and justification

	nonverbal communication skills: eye contact, posture, facial expression, gestures and/or movement
	
	

	visual aids 
	
	

	General comment
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