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8.0	Public Presentation & Notes
As the 2010 Winter Games approach, British Columbians may request information about a 
variety of Games-related issues. To help facilitate these requests, Spirit of BC Community 
Committees are encouraged to hold public events to disseminate Games-related information 
aimed at helping local businesses and other community members. The following 
information provides insights into how to deliver an effective public presentation.

Creating a presentation:
•	 Research the audience before creating a presentation

•	 Ensure that the information is relevant and aligned with the interests of attendees

•	 Attempt to create broad awareness of Games-related opportunities and available resources

•	 Formulate a clear message that remains consistent throughout the entire presentation

•	 Keep in mind that Games-related information should not contradict communication 
materials and public announcements made by the Vancouver Organizing 
Committee (VANOC) or any other party to the Multiparty Agreement

•	 Validate any facts to be used during the presentation

•	 Avoid using copyrighted images, flashy graphics and fonts that are difficult to read

Adding speaker’s notes:
•	 Prepare speaker’s notes that sufficiently elaborate on the topics highlighted 		

in presentation slides and yet are concise and easy to follow

•	 Arrange the notes to ideally match the information presented on the slides

•	 Ensure that the speaker is familiar with the notes and can effectively 
communicate key concept to the audience

Using supplementary materials:
•	 Use handouts, fact sheets or other supplementary materials to reinforce your presentation 

or if additional information is required to support the message of the presentation

•	 Ensure that the structure of accompanying materials match the sequence of the presentation

•	 Take some time to inform the attendees about the handouts

•	 Hand out additional materials at the end of the presentation in order 
not to create unnecessary distractions for attendees

For 2010-related presentation content and structure ideas, please review a sample 
PowerPoint Presentation available at the end of SECTION 8 (Attachment 8-A).
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SECTION 8 – ADDITIONAL RESOURCES

•	 Sample PowerPoint Presentation (Attachment 8-A)
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