
How to give a talk

Why?  What?  To whom?  When?  Where?  (the 5Ws)



Different fonts, sizes, copy/paste (Time New Roman, 24 points)

Different fonts, sizes, copy/paste (Times New Roman, 32 points)

Different fonts, sizes, copy/paste (Cambria Math)

Different fonts, sizes, copy/paste (Elephant)

不同字型、大小（新細明體；32號字）

不同字型、大小 Chen’s （標楷體；32號字）

不同字型、大小 Chen’s（標楷體＋Times New Roman；32號字）

不同字型、大小（特明體＋Times New Roman；32號字）
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An example of a 
colloquium announcement 

with layers of assorted, eye-catching 
information 



An example of an 
award lecture 





A photo of yours?

A QR code of the poster or 
of a relevant paper of yours?



44 point, Times New Roman

32 point, Times New Roman

32 point, LM Roman 9

32 point, LM Roman 9, Italic



How to give a talk (cont.)



How to give a talk (cont.)



Exercise: 

Give an “elevator talk” about your research project. 

Limitations (How long, which elevator ) ? 

To whom?  

What do they care?  

Why should they care?  Why should you?



How to do a presentation …

Why?  What?  To whom?  When?  Where?

• Be prepared (to show only 10% of what you 

know/prepare)

• Be confident

• Practice efficient language

• Use proper media (overhead, slides, PowerPoint; 

words only, blackboard …)

• Write legibly (text & graphics)
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How to be an audience?





• Fast, but still formal, especially for the first time 

“Stay hi with your best friends.” 

• Draft and proofread it before sending

• An informative “Subject”

• Make it short (2 paragraphs? 2 bullets?)  One subject at a time.

“What results/actions do you expect?”

• Start/end with a pleasant greeting.

• Do not shout; no emojis; not many exclamation marks.

• A serious/professional email ID

Clear; Complete; Concise; Courteous; Correct





Common English mistakes made by native Chinese speakers

by Philip Guo

天文物理類英文科技論文寫作的常見問題 張雙南、許云
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