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	How to Plan Your Presentation 
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The first step should be to define a realistic, clear, achievable and measurable objective.
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Ask yourself:  “What information does the audience need and how do I present it so that they understand?” Do not ask yourself: “What do I want to say?”
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Remember what is most important is what your audience has understood, not necessarily what you have said.
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Plan your presentation in three main stages:
  (1) tell your audience what you are going to tell them,
  (2) tell them,
  (3) and then, tell them what you told them.



	


	Prepare for the Right Audience 
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What do the members of the audience have in common and what has brought them together?
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What are their goals or aspirations for the meeting?
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What makes your presentation unique?
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What are they expecting to be told and how much do they already know about the topic?



	

	Presentation Timing Tips 
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A presentation must meet the time frame (slot) allocated; if you need to condense your presentation material, label each section ‘need to know’ or ‘nice to know’. ‘Need to know’ then is part of your presentation. ‘Nice to know’ is support material that can be included in a handout.
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Brief presentations are often the most effective; research shows that listeners’ attention starts to flag after about fifteen minutes.
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Practice your presentation to confirm that it meets the time you have been allotted.
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Remember your concluding statements are as important as your opening remarks. Know what you are going to say at the beginning and at the end. Allow yourself sufficient time for your summary.




	Visual Aid Tips 
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Just because you put something on the screen, your audience doesn’t magically absorb and/or understand the information.
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Visual aids are an aid, not an explanation in themselves; visuals should support you, not replace you.
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Your visuals should not provide all the information you know on the topic under discussion; they should contain the key words, phrases and graphics needed to guide your audience through the topic.
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