
Preparing a Paper Presentation for Congress 
 

Having completed your research work you may wish to present it to colleagues within the 

industry.  Presenting a paper at the IAT Congress may seem daunting but it is good 

experience and may help your career path.    

 

When presenting, you have a limited time in which to get your ideas across.  Your aim is to 

ensure your work is understood, giving the audience a clear message to take away and think 

about.  So deciding on the content of your presentation, how you want to deliver it and its 

visual representation all need careful consideration. 

 

Planning is the secret of success.  This applies to most things and certainly to preparing a 

paper.  It is important to start with clear objectives, know what you want to achieve and what 

you are trying to convey.  The following sections discuss the major areas you should 

consider when preparing your presentation. 

 

Your Audience 
The IAT Congress is open to everyone from Trainee Animal Technicians to Senior Facility 

Directors, Trade Representatives and Research Workers.  This means that your audience 

will have a broad range of experiences and knowledge.  This will have an impact on how you 

structure your presentation and its content. 

 

Make your paper too technical and Trainee Animal Technicians will fall asleep, make it too 

basic and the more knowledgeable audience member will switch off. 

 

A good introduction and background, together with a good summary will ensure that you 

cater for everyone.  The technical content should then only form perhaps 30% of the paper. 

When preparing an introduction try to make it imaginative and succinct, as this will help to 

engage your audience. 

 

Always allow time for a summary.  This is an important part of your presentation, because 

although the audience’s attention may wander during the main body of the seminar – the 

30% bit – when they hear the words “Finally, in summary…” their attention will be drawn 

back to you. 

 



Content 
The content of your presentation will be discipline dependent.  Some guidelines on the 

standard structure of a scientific based projects are listed below.   You do not have to stick to 

these headings but they are listed here in a logical order: 

 

• Introduction 
State why you did the work 

• Materials and Methods 
State how you did the work and describe experimental procedures used 

• Results 
Outline what you discovered 

• Discussion 
Discuss whether your results are what you expected; do they agree or disagree with 

those of others? 

• Conclusions 
Summarise the key points of your presentation 

• Future Work 
What next? Outline your plans for the follow up to this work or any new projects you 

are considering. 

• Acknowledgements 
Briefly acknowledge your supervisor and anyone who may have helped you with your 

work. 

• Questions 
It is common for the Chairman of the session to invite questions from the audience at 

the end of your presentation. 

 

Visual Aids 
There are many factors that contribute to a good presentation and visual aids are definitely 

one.  However, although good slides do not necessarily make a good presentation, bad 

slides can ruin one. 

Microsoft PowerPoint, 35mm slides and video clips can be used for presentations at 

Congress.  It is up to you to decide which method is best for your purposes.  

Please note that Overhead Projectors (OHP) are not an option at IAT Congress.



Length 
It is good practice to keep to the time you are allocated for your presentation. 

Here are some tips to help you achieve this: 

• Any topic can be presented in any amount of time 

• It’s better to narrow down rather than widen the scope of your talk 

• As a general rule use a maximum of one slide per minute. 

• This also depends on the slide content and the length of the talk – 30 slides in 30 

minutes, for example, is not recommended.  

• Allow more time for text slides than for images 

• If images are used you need to allow time to explain the image if it is not clear. 

• When presenting graphs, allow time to explain what the x-axis and y-axis are, before 

describing the details of the result 

• If your talk is too long, redesign it: 

o Decide what can be removed and what impact the remaining content will 

have 

o Condense two slides into one, without compromising their legibility 

o Don’t use too many slides as you will find yourself flashing through them 

during the presentation.  

 

Practising your Presentation 
Giving yourself the opportunity to run through your presentation beforehand is an essential 

part of your preparation.  It can highlight omissions or mistakes, and also increase your 

confidence when you come to present on the day. 

 

Rehearsing in front of colleagues or friends is particularly useful for your first few 

presentations, until you start to gain more confidence.  You can either run through your talk 

as you would on the day, or ask them to interrupt with tips as you go along. 

 

Thinking through your talk is not sufficient.  You need to practise so you can both duplicate 

the stress felt in front of an audience and judge how long your presentation will be.  As you 

stand in front of an audience, you will find you talk more quickly, so the presentation might 

be shorter than you expect.  Speak loudly and clearly – this will prevent you from speaking 

too fast if you are nervous.   

Learn the order of your slides as this will prevent you from looking surprised as the next slide 

is displayed. 



Practise answering questions from your colleagues; think in advance about the questions 

you may get asked. 

 

A rehearsal on your own in the room where you are going to give your presentation is also 

useful.  It helps you to familiarise yourself with the acoustics and technical aspects ahead of 

time.  During the rehearsal check your slides for timing, legibility and correct order and 

orientation.  Ask the Congress Committee member responsible for presentations if you 

would like to rehearse before your big day.  Audio Visual Technicians will also be on hand to 

help you with your slides or your PowerPoint presentation. 

 



 

 
Tips for the preparation of your slides 
Regardless of the methods you use to produce and project your slides, the key thing is to 

make them as legible as possible to everyone in the auditorium.  Use the following 

guidelines when producing your presentation: 

• Text 

o Don’t use full sentences… but don’t over abbreviate either 

o DON’T USE CAPTIALS FOR THE WHOLE SLIDE… but DO use CAPITALS 

for emphasis 

o Use a maximum of six words in the title, seven lines of text per slide and 

seven words across the slide. 

o Don’t use too many colours or a complicated background 

• Tables 

o Use no more than 4 columns and no more than 7 rows 

o In general, most tables produced for journals should be redesigned and 

simplified for use in a presentation. 

• Graphs and Charts 

o Use horizontal labels on graphs, even for the y-axis 

o Minimise the number of tick marks and number labels 

o All legends, captions and axis labels should have an adequate font size.  

Use the 1/50th Rule for the minimum font size i.e. if the long axis of the graph 

is 20cm when printed, the smallest letter should be 4mm (or 20 pt) 

o If there are multiple lines on a graph, ensure they are clearly labelled and 

easily distinguishable. 

o Don’t use 3D if 2D will do 

o Histograms or pie charts are better than tables 

o Use colour to highlight parts of a complex diagram 

• Animation and Illustrations in PowerPoint 

o Animation can be useful for emphasis 

o Don’t use it too much as this can be distracting and confusing 

• Duplicate material 

o If you need to refer to the same slide more than once, in different contexts 

throughout your presentation, its better to duplicate the material.  This will 

prevent you from having to search through the slides you’ve already shown. 

 



Presenting your Paper 
There is a lot to think about when presenting, particularly remembering what you are going 

to say at a time when you will be feeling nervous.  Here are a few things to consider to 

ensure that the presentation runs as smoothly as possible. 

 

Controlling Nerves 

• Even the most experienced presenters get nervous before talking to conference 

audiences, so you’re not alone.  

• Being nervous is a natural response and one that actually works to improve 

performance.   

• It is simply a part of delivering a good presentation and can help to keep you on your 

toes.   

• Try not to worry too much about nerves you may feel before you start.  

• The benefits of being well prepared and well practised cannot be underestimated and 

will help reduce nerves on the day. 

• Use positive self-talk 

• Take a deep breath before you start and concentrate on the key message that you 

want your audience to take away. 

• Some people find that memorising their opening sentence is a useful way to get the 

talk started. 

• Think about your body language: if you have a tendency to gesticulate, think about 

what you are going to do with your hands. 

• Try not to panic, speak slowly, keeping your head up. 

• Dress appropriately so you feel comfortable and confident when you stand up to 

speak. 

 

Before your presentation 

Prior to giving your presentation it is useful to: 

• Familiarise yourself with the control buttons, light switches, slide controls, and 

microphone. 

• Find and familiarise yourself with the pointer.  Avoid using a laser pointer if your 

hands shake. 

• Think about where to stand 

• Test the light levels for slides. 

 

An Audio Visual Technician will be on hand to help you with all of this.



Delivering your presentation 

Here are some tips you could follow when delivering your presentation: 

 

Do  Don’t   

 Take a few deep breaths before walking 

to the podium to calm your nerves. 

 Face the audience 

 Smile at the audience and the person 

introducing you when you start your 

presentation 

 Speak slowly and clearly 

 Project your voice 

 Be calm and in control 

 Use slides as your notes 

 Talk through graphs and images 

 Establish eye contact with a few friendly 

faces 

 Plant a mentor in the front row for visual 

support 

  Make use of positive and negative 

feedback from the audience 

 Keep the audience awake by: 

interleaving images or diagrams with text 

handing round hard copies or brochures 

showing small pieces of equipment 

inviting audience participation 

 Carry on talking if the computer or slide 

projector fails. 

 Panic 

 Mumble 

 Avoid eye contact 

 Scowl 

 Appear nervous 

 Read from written text 

 Pace up and down 

 Fidget with the microphone 

 Jangle keys or change in your pocket 

 Tell jokes that could fall flat 

 Ignore your audience 

 Stare into space above your audience 

 Focus on: 

Your slides 

the floor / your shoes 

on particular person 

 Give out copies of your slides before your 

talk: 

This will distract the audience from what 

you are saying 

 Go out drinking heavily the night before 

your presentation  

 



 

 

Tips for using PowerPoint 

• Control the slideshow yourself: 

o You can set the programme to scroll through the slideshow itself using a 

timer but it is best to switch this option off.  If you take a bit longer to do one 

slide or are interrupted, you will lose the thread of your talk 

• Use a pointer where appropriate 

o DON’T wave the pointer around the lecture room 

o The computer mouse could also be used and may make it easier to maintain 

eye contact with your audience. 

• Try to prevent a shaky pointer 

o Rest your arm on the podium 

o Support your pointer hand with the other hand 

o Switch the pointer off when not in use. 

 

Tips for using 35mm slides 

• Make sure your slides are in the correct order and orientation 

o This will need to be done when you load the projector, before you start your 

talk. 

o A red dot is usually placed at the bottom left hand corner of the slide mount.  

When slides are placed in the carousel the slide is rotated through 180 

degrees so that all the red dots can be seen and this confirms that the 

orientation of the projected slide is correct 

o Make use of the facilities and the Audio Visual Technicians at the venue 

• Use a pointer where appropriate 

 

 



Answering Questions 
It is common to allow time at the end of your talk to answer questions from the audience. 

During your preparation it is always useful to anticipate the questions that may arise and 

what your answers might be. 

 

 

Tips for answering questions 

• Listen carefully 

• Don’t interrupt the questioner in mid sentence 

• Be prepared to rephrase their question: 

o This gives you time to think of your answer and a chance for people at the 

back to hear the question 

• Keep your answers short 

• Confess your ignorance, if you don’t know the answer 

o Don’t try to bluff your way through an answer, remember you may be talking 

to people who have more knowledge of the subject than you. 

o Refer the question to your supervisor or another colleague of they are 

present, but make sure you agree this with them first. 

• Deflect hostile questions 

o These rarely occur, but if the questioner appears to be hostile, do not rise to 

the bait and have an argument in public 

o Suggest politely that you continue the discussion after the presentation 

o The session Chairperson is there to control the questioning  

 

 


