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SIFE Competition 

Overview
Are you ready?

You’ve worked hard all year long and it’s time to showcase your efforts at a SIFE competitive event.  Ready or not, the clock is winding down and despite all your obligations, personal and professional, you know this is the final and most vital step to the completion of your SIFE year.  One more push and with your determination and hard work, you can reach the finish line as a SIFE team that has followed through on its commitments and experienced, fully, the SIFE Spirit through our competitive events.
Whether this is your team’s first time competing or you consider yourself a veteran, remember that no two SIFE competitive events are the same.  Our goal continues to be the development and nurturing of every team to become strong.  For you veterans, it’s wise not to count your trophies ahead of time.  Just when you think it’s safe, the new kid on the block is here to show you what fierce competition is all about.  

Your SIFE competitive experience can be as invaluable as you allow it to be.  Remember that no matter how hard you may have worked all year, if you don’t properly demonstrate it through your reportings at the competitive event, then you are doing yourself an injustice.

Although SIFE is not a competition-driven organization, we do want to see you doing well and taking pride in your work. As you stand before the panel of judges at those competitive events, your confidence, passion and pride for what you have accomplished will shine through.  That, in itself, is the biggest triumph; therefore, we urge you to work hard and make your competitive experience something YOU can be proud of.  After all, your sense of self-achievement is the grandest testament of our success.
This handbook can serve as one of your main resources in developing a high-quality and meaningful presentation, as it provides important information on SIFE’s policies and guidelines in regards to competitive events and details helpful tips and suggestions on how to take your written and verbal reports to the next level.
The sections included are:

· Competition Format and Rules

· Preparation Tips
· Competition Room layout

· Press Release Templates – Pre-Competition and Champion Announcement
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COMPETITION FORMAT AND RULES

These are the standard guidelines that all SIFE teams must adhere to in piecing together their overall presentation.  It includes limitations on the annual report dimensions, the breakdown of the 37-minute time-block allotted your team and highlights of important policies to be aware of as you prepare for and participate at a SIFE competitive event.
Written Annual Report 

Each competing team is required to create a written annual report on its educational outreach projects. Written annual reports are limited to the dimensions noted below, but can be bound or folded in any manner:

1. Four single sheets of 8.5” x 11” or A4 size paper with print only on one side of each sheet.

2. Two single sheets of 8.5” x 11” or A4 size paper with print on both sides of each sheet.

3. One sheet of 11” x 17” or A5 size paper with print on both sides.
If a team uses a cover or back page, it will count as one of those pages. Annual reports are distributed to the judges during the set up period outlined below.

Live Presentation 

Each competing team will have a thirty-seven minute time block for their verbal/audio/visual presentation. After the faculty advisor and SIFE team are formally introduced, the time will be precisely divided as follows: 

Set-up - 7 Minutes
The team will have 7 minutes to distribute the written annual report for judges to review prior to their presentation, and to set up presentation equipment (boot computers, check lighting and sound, etc.).  

* Please remember that during set-up, once the team has tested the equipment, projector lenses should be covered, no images or text should be projected, and no music or sound effects should be generated for the remainder of the set-up period.  Also, during the Question and Answer time, projector lenses should be covered, no images or text should be displayed, and no music or sound effects should be generated.  
Live Presentation - 24 Minutes

The team will have 24 minutes give their live presentation.

Question and Answer Period - 5 Minutes (10 minutes if translator is required)

There will be a mandatory 5 minute question and answer session for the judges.

Exit - 1 Minute

The team will have 1 minute to return the presentation area to the original set up and exit the room.

Anyone, including the advisor, may assist the team with the set-up or operation of audio/visual equipment; however, only student team members may participate in the presentation and/or take questions from the judges. 

No team may set up any equipment in the presentation room before they are formally introduced. All equipment must be self-powered or use electrical outlets inside the judging room.

No documentation, materials, gifts or other handouts may be given to any judges with the exceptions of: (1) the team's annual report, and (2) a team roster with a brief biography of each team member for possible recruiting purposes. 

Counting Projects

The following are simple guidelines to be used when counting educational outreach projects. Method for counting projects: if a team develops a lesson plan for young children and presents it to eight classes, they have not completed eight projects. They have presented one project eight times.


Example for counting hours of involvement: John and Maria each worked ten hours on "Project X" (for a total of 20 hours of student involvement). Tom worked eight hours and Jane worked six hours on the same project (for a total of 14 hours of student involvement). Total hours of student involvement on "Project X" is 34 hours. This team would report a total of 4 students involved and 34 hours of student involvement for "Project X".
Media Language

The following language should be used by SIFE teams to measure media outreach.

Reach: For broadcast media, it is the estimated number of unduplicated or different households or persons who viewed a specific station at least once for five minutes during the average week for the reported period of time. For print media, this is expressed in circulation figures.

Frequency: The average number of times the unduplicated viewers (or readers) will be exposed to the schedule of spots.

Gross Impressions: The average number of persons who view (or read) at the time the spot is run, multiplied by the number of times the spot or program is run.

(Reach x Frequency = Gross Impressions)
Room Set-Up

Page 11 of this document offers a visual of how the presentation rooms will be set up on the day of competition.  Please contact your SIFE National Office for information on which equipment, if any, will be provided for your use during your team’s presentation.  However, please note that your SIFE National Office is not required to provide equipment of any kind, such as computers, slide projectors, monitors, TVs, VCRs, carts, tables, etc.  It is the sole responsibility of each team to secure the use of any other equipment.  Nevertheless, some SIFE operations do provide one or more of these items – be sure to check with your country representative in advance of competition day.
Equipment Failure

If a team's presentation equipment ceases to operate because of a power failure in the competition facility, the competition will be halted until the problem is corrected. If the electronic equipment the team brings into the competition room fails, the time will continue to count down from the presentation time block.

Competition Room Access

Competition rooms are open to all registered attendees.  SIFE teams and visitors are invited to watch other teams present, but are asked to enter and leave rooms only during the set-up period.  The area behind the judges is considered public domain.

Doors to the competition room must remain unlocked and unblocked at all times to provide access to SIFE staff.  The penalty for violating this rule may be automatic disqualification.

Video/Copying Policy
By competing at any SIFE sponsored competition, each team grants SIFE World Headquarters and its National Offices the right and permission to document and publicize, or otherwise utilize its annual report, oral presentation and outreach projects for illustration, advertising, training, or any other lawful purpose.

SIFE teams may record the presentations of other teams at SIFE competitions under the following conditions:

1. No lights are to interfere with or inhibit the presenting team.

2. The team videotaping should be courteous and cause minimal or no distraction to the presenting team, including no rewinding or fast forwarding of tapes or other distracting noises during the presentation.

3. Equipment must be behind the judges and audience seating.

Media Policy

The SIFE official photographer/videographer and members of the mass media, approved by SIFE World Headquarters or any of its National Offices, shall have full access to all presentation rooms at any time. This includes the use of lights and necessary equipment. All teams should be prepared for the possibility of members of the mass media filming or taking pictures of their presentation. Failure to comply with this requirement may lead to automatic disqualification.

Misbehavior
Misbehavior is unacceptable if it defames the profile of a SIFE student and as a result, the SIFE organization.  The SIFE National office reserves the right to determine what unacceptable behavior is, but it should be noted that this includes, but is not limited to: use of foul language, physical battery, intoxication, harassment, defaming other teams/judges/attendees/hotel staff, tampering with and/or destruction of venue or SIFE property, etc.  The student and/or team involved in such negative activities may be disqualified/suspended/expelled from participation at that particular event or the overall SIFE program.  The SIFE national office will determine the specific penalty for each action on a case by case basis and an official letter may be sent to the institutional administrator(s), notifying them of the incident and requesting their assistance in ensuring that it does not reoccur.
Observers

Please contact your Country Coordinator for information on how to register as an observer.
PREPARATION TIPS
This section provides helpful suggestions and ideas on how to best prepare for your regional/national competitive event.  Please note that these are best practices and NOT mandatory guidelines from SIFE World Headquarters or your SIFE National Office.  These tips are an accumulation of experiences and successes from those that have been most active in working with SIFE teams around the globe.  Feel free to use what you may find useful in developing your presentation.
The section is divided into several key segments:

A. Selling Your SIFE Projects

B. Selecting Your Presentation Style

C. Making a Mark at the Competition

D. Making the Delivery

E. Preparing for the Question and Answer Period
A. SELLING YOUR SIFE PROJECTS

I know you have spent an incredible amount of time developing, financing and implementing your projects, and have created projects that are worth sharing with judges, that’s why you decided to compete. But how can you share these great projects, in 37 minutes if judges have a difficult time understanding your annual report and audio visual presentation? If you want to do a better job of getting your point across and make a better impression, you have to deliver a presentation that judges will comprehend and remember. 

The first thing you need to know is that your team is condensing a whole year’s work into a 37 minutes presentation. Right, I mean only 37 minutes, it takes a team with great selling skills to be able to convince the judges in 37 minutes about projects that have taken you more than a year to execute, whilst tying it to the SIFE Judging criteria. This is no mean task and must be approached with utmost skill.   (Note 37 min time is inclusive of time allocated for judges to read annual report, verbal presentation and Q&A)”. 

Your team has to put together a well thought- out written structure for your annual report in order to communicate what you have to say, taking into consideration your annual report being constrained to only 4 pages or 2 sheets of A4 paper and 24 minutes for your audio visual presentation.  (Please check page 15 of the SIFE Team Handbook for details) 

Here are a few thoughts that can help you structure your presentation, in order to sell effectively within your stipulated time constraint.

A) The message of your presentation should be concise, to the point and tell an interesting story (you can create a central theme around your presentation).Most teams want to write volumes of chapters in their annual reports, forgetting that it takes only 7 minutes for the judges to read and comprehend your annual report. IN PREPARING YOUR ANNUAL REPORT ASK YOURSELF THIS SIMPLE QUESTION, WOULD I BE ABLE TO READ AND UNDERSTAND THIS REPORT IN 7 MINUTES IF I WERE A JUDGE?

 The above question should always be your litmus test, when it comes to determining a good annual report. 

B) In addition to the obvious things like content and visual aids, the following are just as important since the judges will be subconsciously taking them in: 

· Your voice - how you say it is as important as what you say. 

· Body language -. In essence, your body movements express what your attitudes and thoughts really are. 

· Appearance - first impressions influence the judges’ attitudes toward you. Dress appropriately for the occasion. 

· Room Ambience- Make sure that the room lights for reading and presentation are adequate for each segment.

C) Audio visuals: Note that your audio visual (PowerPoint, flash etc) are not just there to impress the judges but to help you convey your verbal presentation. You need to make sure your visual aids don’t become impediments in your verbal presentation.  Should incase you visual presentation freezes or you have a technology problem, please go ahead with all the confidence of a presenter and never let that deter you from advancing and selling your projects. 

NB: Package your presentation in such a way that will give you the opportunity to sell all your great projects effectively and efficiently in 37 minutes. 

B. SELECTING A PRESENTATION STYLE

It is important that when you are developing your presentation style, you take into consideration the kind of people who will be judging your SIFE event- business people. It is also your responsibility to make sure that the judges don’t fall asleep or loose concentration when you are presenting. One ideal way of catching judges’ attention is by making eye contact when speaking.

Below is a model for your consideration 

Greet the judges (for example, 'Good morning, ladies and gentlemen'), and tell them who you are. 

You can then decide to follow this simple formula: 

· Summarize to the judges the flow/subjects of your presentation

· Deliver the detailed presentation by subject (making the connection to the SIFE criteria)

· Tell them about the situation before you engaged in your project; some people call it the why of the project.

· Explain to the judges what you did to salvage the predicament or problem you met

· How what you did changed the situation.

· Show them with charts, diagrams etc how you measured the impact of your project

· at the end summarize/re-cap your key points and remind of the criteria connection

Keep to the time allowed (24 minutes for your audio visuals). If you can, keep it to exactly the total number of minutes, that’s fine. If not then keep it short. It's better to under-run than over-run but try to use at least 22 of the 24 minutes.

 As a rule of thumb, allow 1 minute for each general overhead transparency or PowerPoint slide you use, but longer for any that you want to use for developing specific points. 35mm slides are generally used more sparingly and stay on the screen longer. However, the judges will get bored with something on the screen for more than 5 minutes, especially if you are not actively talking about it. Stick to the plan for the presentation, don't be tempted to digress - you will waste time and could end up in a dead-end with no escape! 

I also advice that you make sure your laptop is fully charged before you enter the presentation room. Always have a back up presentation by that, I mean store presentation on a CD, Floppy, external hard drives or Jump/Pen drive, so that you could easily access information when a problem arises with your laptop.

C. MAKING A MARK AT THE COMPETITION
Practice, Practice, Practice

Nothing calms jittery nerves before an oral presentation than knowing you could deliver it in your sleep. Standing up and verbally practicing your presentation with use of your audio visual and slide projector has many benefits. You can hear where you need to work on better wording, you can tell if you are going to be too long, you can see if some of your slides need improving, and you achieve a smoother talk. Practice early and often, for best results. That gives you more time to make improvements. So as always, practice is essential, both to improve your skills generally and also to make the best of each individual presentation you deliver. 

Preparation 

The following steps focus on helping you prepare the structure of your verbal presentation carefully and logically:
1. Make a list of these two things as your starting point;
· The objectives of your projects?

· The main points you want to imprint on the mind of the judges?
2. Write out the presentation in rough, just like a first draft of a written report. 
3. Focus a great deal on outcomes (results) and not just outputs (the activity used as part of the project).  Include measurements that are both quantitative (for example; percentage increase in knowledge) and qualitative (i.e. testimonials).  Remember that video of field footage and testimonials are more compelling than still pictures or words.
4. Review the draft. You will find things that are irrelevant or superfluous - delete them.

5. Check that the story is consistent and flows smoothly. If there are things you cannot easily express, possibly because of doubt about your understanding, it is better to leave them unsaid.

6. Learn your script verbatim if possible.

7. Never read from a script. It is also unwise to have the presentation written out in detail as a prompt sheet - the chances are you will not locate the thing you want to say amongst all the other text. 

8. You should know most of what you want to say - if you don't then you should not be giving the presentation! So prepare cue cards which have key words and phrases (and possibly sketches) on them. Postcards are ideal for this. 

9. Don't forget to number the cards in case you drop them. 

10. Remember to mark on your cards the visual aids that go with them so that the right slide is shown at the right time 

11. Rehearse your presentation - to yourself at first and then in front of some colleagues and business advisory board. The initial rehearsal should consider how the words and the sequence of visual aids go together. How will you make effective use of your visual aids? 

D. MAKING THE DELIVERY 

1. Speak clearly (consciously, remember you have an accent and so people will find it difficult hear what you say). Don’t shout or whisper - judge the acoustics of the room. Speak with conviction – show that you really believe in what you are saying. Persuade your judges effectively. The material you present orally should have the same general flow as that which may be required for a written research paper, i.e. a logical progression from INTRODUCTION to BODY (strong supporting arguments, accurate and up-to-date information) to CONCLUSION (re-state key points/summarize, and logical conclusion). Don't rush, or talk deliberately slowly. 

2. Be natural - although not too relaxed conversationally.

3. Deliberately pause at key points - this has the effect of emphasizing the importance of a particular point you are making. 

4. Avoid jokes - always disastrous unless you are a natural expert   

5. To make the presentation interesting, change your delivery sometimes, but not too obviously, eg: speed, pitch of voice 

6. Use your hands to emphasize points but don't indulge in too much hand waving. People can, over time, develop irritating habits. Ask colleagues occasionally what they think of your style. 

7. Look at the judges as much as possible, but don't fix on an individual - it can be intimidating. Pitch your presentation towards the back of the judges, especially in larger rooms. Maintain sincere eye contact with your audience. Use the 3-second method, e.g. look straight into the eyes of a person in the audience for 3 seconds at a time. Have direct eye contact with a number of people in the audience, and every now and then glance at the whole audience while speaking. Use your eye contact to make everyone in your audience feel involved

8. Don't face the display screen behind you and talk to it. Other annoying habits include: 

· Standing in a position where you obscure the screen. In fact, positively check for anyone in the judges who may be disadvantaged and try to accommodate them. 

· Muttering over your PowerPoint slide and not realizing that you are blocking the projection of the image. It is preferable to point to the screen. 

9. When using audio-visual aids to enhance your presentation, be sure all necessary equipment are set up and in good working order prior to the presentation. If possible, have an emergency backup system readily available

10. Audio Visual (AV) – Have a plan B.
Everyone who has done public speaking has had an AV horror story to tell. The demo didn’t work, the Internet line went dead, the computer gave out, the list goes on. Murphy’s Law is in full form when it comes to presentation technology. Everything that can go wrong will indeed go wrong at some point. Because of the stakes – the importance of the presentation – you’ll want to have back-ups. Computers do pick the worst times to fail. If this presentation is important, make sure someone on your team is close by with a back-up laptop, with the presentation loaded, ready to go. Make sure your laptop is charged. Meet with the technical team ahead of time and do a run-through making sure your computer can hook into their AV system with no problems. 

11. Avoid moving about too much. Pacing up and down can unnerve the judges, although some animation is desirable. 

12. Own the stage:
Pretend that the stage is yours and that those in the audience are your invited guests. Act as if the competition room is your home living room, and your best friend has just brought over some of her friends, and you are having a conversation. Use the room. If you can, move away from the podium. Try not to have physical barriers separating you from your audience. Depending on the venue you can step forward and away from your main position when talking. It’s more intimate, more “risky”, more charged with energy when you remove the safety blanket of the podium

13. Keep an eye on the judges’ body language. Know when to make adjustments to your presentation style.
14. Focus on the judges not the observers.  Remember that you are not competing for the public’s vote but for that the judges’.

E. PREPARING FOR THE QUESTION AND ANSWER PERIOD
Giving the right answer after your presentation is as important as the presentation itself. Most SIFE teams make a shipwreck of their presentation during the question and answer period. The big concern is the fact that one cannot prepare effectively for this section since one does not know what questions to anticipate.  This may not however be fully accurate because the judges will primarily ask questions based on what was covered in your presentation or annual report. Therefore, you can actually prepare for question and answer time during a SIFE presentation. While there is no right way that will always work for answering questions, the following tips may help you prepare for this section of your presentation

A. Answering Questions
In any question and answer situation, retain flexibility -- you pick and choose the best method of dealing with the broad needs of your audience, which will in turn maintain a positive image of your team. 
Question & Answer Period Tips:
1. Know the purpose and content of your presentation and answer questions with the purpose of the project / presentation in mind. Then try to satisfy the judge and audience and retain prestige. Not all questions can or should be answered directly. 

2. Know the time for question and answers (5 min). 

· Pay attention to the clock (you should have a watch or clock visible to you) so you can wind up your presentation in time for questions and answers. Be aware of the time. Why waste time on one answer?  Additionally, gauge how many questions you have left when the time begins to run out
3. Listen carefully to the question being ask and don’t hesitate to ask for clarification when necessary

4. Have the most informed and capable person answer the question.  Avoid the common “and to add to that”, except where absolutely critical.
5. Don’t allow congratulatory comments and praise from judges to get you too excited during the Q & A session.  Remain composed, focused and at your best regardless.

6. Repeat the question and give additional information here if it will aid the judges in understanding your project. 

7. Try to draw a conclusion in answering and relate it to your project or presentation. 

8. Direct your answer to the specific judge in responding to a question. 

9. Sometimes answering a question with a question is a good technique to achieve better understanding. 

10. If you don’t know the answer:  Don't be embarrassed to answer a question with "I don't know”. The mere fact that you don’t know the answer says nothing about the success of your speech.  Remember that.  All it means is that you don’t know one answer.  Never pretend to know it if you don’t; offer to find out the answer or accept the judges point and let him know you will inculcate it when you get back to the drawing board.

B. Characteristics of a Good Answer

A good answer: 

1. Answers the question. 

2. Is stated positively. 

3. Is expressed in layman's terms. 

4. Has main point "up front." 

5. Is specific (i.e., it uses specific examples, illustrations, anecdotes, concrete detail, analogies; backs up quantitative statements with figures). 

6. Is concise. 

7. Does not include more than is necessary. 

8. Recognizes opportunities in question to state your point of view. 

9. Doesn’t sound antagonistic, evasive or defensive. 

Competition Room Set-up
The diagram below is a sample of how most competition/presentation rooms will be set up at your SIFE National Competition.



                                             Front of the room/league 
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        Projection Screen







  Extension cord with attached power strip 

 









             
[image: image1]
             













SAMPLE TEAM PRE-EVENT PRESS RELEASE TEMPLATE
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Contact:  <your SIFE Team contact information: name, phone number, e-mail>

For immediate release

<YOUR INSTITUTION> SIFE TEAM TO COMPETE IN NATIONAL COMPETITION
<(Your City, Country)  Date>  The <Your Institution> SIFE (Students In Free Enterprise) Team will compete  at the SIFE <Country> National Competition on <date>.  The event is one of more than 40 SIFE National Competitions being held across the globe this year.   

<insert quote from SIFE Team president or other officer or Faculty Advisor etc. on thoughts as you approach competition (looking forward to it, excited, nervous, ready to win?)>

During this academic year, the <Your Institution> SIFE team organized <number of your team’s projects> in the <Your City> community, including <short description of one of your team’s projects: who you taught, what you taught, how you taught it.>

<insert quote from team member on how the project made an impact in your community>

If <Your Institution> SIFE wins at the <City of National Competition> SIFE National Competition, the team will advance to the 2009 SIFE World Cup in Berlin, Germany on 4-6 October.  

SIFE is an international non-profit organization active on more than 1400 university campuses in 40+ countries.  SIFE teams create economic opportunities in their communities by organizing outreach projects that teach: market economics, entrepreneurship, financial literacy, environmental sustainability and business ethics.  Their projects are judged at competition on creativity, innovation and effectiveness.  

For more information, visit www.sife.org
SAMPLE WINNERS PRESS RELEASE TEMPLATE

Contact:  <your SIFE Team contact information: name, phone number, e-mail>

For immediate release

<YOUR INSTITUTION> SIFE TEAM RECEIVES RECOGNITION 

AT NATIONAL COMPETITION

<(Your City, Your State)  Date>  The <Your Institution> SIFE (Students In Free Enterprise) Team returned to <Your City> as winners after participating in the  SIFE [Country] National Competition on <date>.  

During this academic year, the <Your Institution> SIFE team organized <number of your team’s projects> projects in the <Your City> community, including <short description of one of your team’s projects: what you did, who you helped, and how, etc.>

<insert quote from team member on how the project made an impact in your community>

SIFE is an international non-profit organization active on more than 1400 university campuses in over 40 countries.  SIFE teams create economic opportunities in their communities by organizing outreach projects that focuses on: market economics, entrepreneurship, financial literacy, environmental sustainability and business ethics.  

For more information please visit www.sife.org.
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Audience sits in the back.  Tables are only for judges.
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