
4-Minute Oral Presentation 
 

REMINDER: 3:00 p.m., Wednesday, March 27 = topic approval deadline. 
 

Approval requires meetings (with instructor, Mr. Bales, and another instructor), completion of form, and,                          

perhaps, further research/thinking and even further meetings. 

 

 (Late penalty imposed on the literature review.) 

 
Reminder: It is LITERATURE review, not “literary” review. 

 

 

 The talk must INTRODUCE your audience to your planned 

literature-review topic and your start on researching the literature. 
 

The content of the talk has many elements. You will need to make important decisions: 

 

Many students wish to mention the origins of their topic idea (readings? a previous class? a 

television show or film? general interests? travels? or some combination). This approach 

allows them to speak confidently and comfortably. 

 

It is necessary to clarify/identify your topic. Do not assume that your classmates know the 

person, event, issue, etc. 

 

Indicate what you need to do, where you have looked to find sources (encyclopedias? 

bibliographies? etc.), how you plan to proceed (i.e., what’s next), potential problems that 

you are concerned about, questions you need to ask about the literature, etc. 

 

All of these points add up and, if not controlled, can make speakers run much longer 

than four minutes. Thus, serious planning is necessary. 

 

Essentially, your presentation is an oral sharing of your work thus far—i.e., EARLY in the 

process—with a group of people who are unaware of your thinking and your progress (and, 

most likely, your topic).  Consider it both a formal progress report and an introduction for 

your class colleagues. 

 

NOTE: Do not focus on your analysis of and thesis about the literature. The 10-minute 

presentation will do that. 

 
 

 The talk must run approximately 4 minutes. 
 

Practice carefully and often:  most talks run much longer than speakers expect.  What is four 

minutes in a practice session can easily turn into a six or seven-minute talk in class if the 

speaker slows down (perhaps due to nerves), spends more time on visual aids than planned, or 

adds information and explanation. 

 

** You will be signaled to wrap up if you reach 4 ½ minutes. If you do not do so, you will be 

stopped. (Going beyond the time limit hurts classmates who have worked to meet the time limit 

and who must have time to speak. Plus, the class needs time to provide you with feedback.) 



 Presenters must stand at the front of the class.   
 

Logically, then, students should practice using the same arrangement.  Our classroom is avail-

able at many times during the week.  

 

Consider how to stand, move around, gesture, handle notes, refer to power point, and use the 

remote.   

 

Pay attention to how you handle your notes (and the remote) in a non-distracting manner.   

 

Do NOT stand behind the computer podium. “Hiding” behind the podium and computer 

distracts the audience and hurt speakers’ confidence, as well as tie them to an artificial spot. 

Plus, audiences are supposed to watch the speaker, not the back of a computer or a podium. 

 

Practice room-wide eye contact; many speakers look mainly to one side of the room or just at 

the instructor or at the ceiling or out the windows. 

 

 

 Your topic and your talk’s thesis and organization must be clearly 

set out in the introduction. 
 

** Your topic is your topic selection and early research, but your thesis is what you say about 

them in your talk.  Thus, you need to do more than say, “my topic is,” and then move directly 

into details about it and its literature. You need to clarify what your talk is about: identifying 

your topic and describing your early research steps. 

 

Your organization is that (for example) you will 1) explain your topic and why you chose it, 

AND 2) identify where you have found sources, AND 3) indicate specific next steps.   

 

However awkward it might feel, your audience (and, definitely, Mr. Bales) will much appreciate 

an explicit statement of thesis and organization (including a “first” and “second” and “third”). 

As demonstrated in sample power points, some of this can be supplemented and clarified 

visually. 

 

 

■  In all parts of the presentation, remember the usefulness of “sign-          

posts” and repetition.  
 

The explicitness of the introduction should be continued in the body of the talk: for example, 

“Now I want to move on to my second point, my key finding aid.” 

 
 

 Talks benefit from an appealing and informative introductory 

statement (i.e., something more than “ah, hi, my topic is . . .” or 

“my name is and my topic is . . .”). 
 

A brief reference to a point from the class, for example, can ease both you and your audience 

into your talk.  For example: “When I was reading the radio book for the book review . . .” and 

“As the child of immigrants, I have always had an interest in immigration history” and “I had no 



idea what I wanted to do my literature review on until I accidently heard a news story about a 

new museum on World War I” and “I thought that I wanted to research the airplane in World 

War I, but when I spoke to Prof. Blakemore, he suggested a topic that I liked even more.” 

 

 

 The conclusion must pull together your talk (perhaps by returning 

to words used in your introduction).   
 

Avoid the clichéd “in conclusion.” 

 

** Have an ending prepared; otherwise, you will just stand there and utter a weak “I’m done” 

or “That’s it.”   

 

Do not just stop. And do not end with “Questions?” Both are uninformative and abrupt. 

 

Pull your points together.  For example: if you began with a reference to being the child of 

immigrants, end by referring to that point in some way.  The audience will catch on that you are 

wrapping up . . . particularly if you have provided a clear organization and have kept the audi-

ence aware of where you are in that structure.   

 

 

 Notes must be key words and phrases with lots of white space. 
 

** They must be sufficient to get you through any situation if you get lost or distracted, BUT 

they must not be so detailed and cluttered that they provide excessive detail that makes their use 

difficult or encourages you to read your presentation. 

 

Consider using full or half sheets of typing paper (and laying them on the table in front of you). 

While 3x5 cards are easy to handle, they are also small (which makes notes on them small) and 

can easily wind up being waved around during the talk. 

 

Suggestions: use an outline format; type using a large, dark font. 

 

Failure to use notes that are key words and phrases: up to 10 points. 

 

Failure to turn in notes in class after talk: 10 points. 

 

Penalty for reading or having memorized (word for word) a prepared speech: 20 

points (Note: this is not the same as being well-prepared and practiced. It is also not the 

same as reading hard-to-remember titles or selected quotations.) 

 

Your grade will be based on not only the usefulness and appropriateness of your notes but also 

how you handle them during your talk. 
 

 

■ Dress appropriately.  Presentations are a “professional event.”  
 

Convey to your audience that you are taking your presentation seriously: you have something 

important to say, and your audience should respect both you and your arguments/evidence.   

 



Penalty for inappropriate attire (e.g., gym clothes, wrinkled t-shirts, shorts, jeans, flip-flops; 

low-cut blouses, short/tight skirts). 

 

 

 Use power point. 
 

Power point gives you a reason to move and gesture and to take your attention from the eyes 

watching you.  It also gives your audience a visual supplement to your spoken words—and it 

moves their eyes away from you. 

 

TIPS:  Plan your talk carefully, particularly your thesis and supporting points.  Then, think 

about possible visual aids (timeline, pictures, maps, lists, charts) that help clarify either or both. 

 

 There should be few words on your slides; the emphasis must be on images. 

 

  YOU provide the oral talk; your power point provides the visual support. 
 
 Fancy is not necessary (or, in most cases, helpful).  Clear and useful are. 

 

 If you need help or suggestions, the SPEAKING CENTER can instruct and advise. 

 

*** Prepare a presentation that uses power point, not a power-point presentation. 

 
 

 Talks will be TAPED, and each student must meet with the Speak-

ing Center to review the taped talk BEFORE he/she can meet with 

the instructor. 
 

You have a week to 1) go to the Speaking Center and then 2) meet with the instructor.  It is a 

good idea to schedule an appointment ahead of time.  (If you wait to schedule your meeting—

and preparation for your ten-minute meeting at the end of the course—and there are no times 

available, that is YOUR fault and you will be penalized.) 

 

 Failure to review tape at Speaking Center: 20 points. 

 

RECOMMENDATION: also meet with Speaking Center before talk in order to review plans 

(including notes and power point) and, if possible, practice delivering presentation. 

 

 

 ■ REQUIRED meetings with the instructor. 
 

1) Before talk: to discuss plans (e.g., thesis, organization, evidence) and power point.  

 
(Students should have a preliminary power point ready for review. Send by Slack to the instructor ahead of 

time.) 
 

2) After talk: to discuss presentation, self-evaluation form, and meeting with Speaking 

Center. 

 
Failure to meet either time: up to 20 points (at instructor’s discretion). 


