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Presenting Information
	Duration:
	2 days

	Objectives:
	Plan and write presentation documents following best practice principles.

Develop speaking skills to present this information to both internal and external clients of your organisation.

	Content:
	Identifying purpose and audience for information

Identifying best practice principles

Plain English principles

Editing

Identifying the difference between written and spoken English

Appropriate verbal/non-verbal communication

Presenting tips

· RSVP

· Non-verbal

· Gestures

· Eye contact

· Stutters

· 9 important points



