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Developing and Delivering Effective Presentations
- Presentation Planning Worksheet -

Title of Presentation: ____________________________________________________

Section I:  Audience Considerations

What kind of presentation?____________________________________________

(e.g. colloquium, seminar, conference talk, Division management review, committee presentation, etc)
Who will be in your audience?  

Scientists in your field ____________    Lab / Division management_________________
Expert in your field _______________  Committee members ______________________
Technical professionals ____________  Peers _________ _________________________

Potential collaborators______________Staff ___________________________________
Other___________________________Others___________________________________

What are the expectations from audience/multiple audiences?

________________________________________________________________


________________________________________________________________


________________________________________________________________

What is the purpose of your speech? ________________________________________

(e.g. inform, persuade, occasional/inspire, instructive)

What is the specific outcome you desire?_____________________________________

How will you deliver your speech? _________________________________________

(e.g.  speaking from powerpoint, memorize, read, or speaking off the cuff)
Extra Notes:
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Section II:  Structure Considerations


Describe the main point or message, or identify a problem?  _____________

________________________________________________________________
 
What is the audience hook for the main point? ________________________

________________________________________________________________

Define a distinguishing aspect of your work? __________________________

________________________________________________________________
Beginning section:


Summary of conclusions, theory, or data analysis 


________________________________________________________________

Middle section:


Identify three to four key points:


Point 1.___________________________________________________________


Point 2.___________________________________________________________


Point 3.___________________________________________________________


Point 4.___________________________________________________________


Identify stories/examples for each key point?   Plan transitions?
Main Point. ________________________________________________________

Point 1.___________________________________________________________


Point 2.___________________________________________________________


Point 3.___________________________________________________________


Point 4.___________________________________________________________
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End Section:


Identify ending points? 

(e.g. set of recommendations, list of questions that still need to be resolved, how key points influence big picture, significance of findings, etc.?

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Extra Notes:
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Section III:  Visual Aids

What content and graphics will be on your mapping slide in your powerpoint  

 ______________________________________________________________________
What graphics / images will you use in your powerpoint to make your points?

Main Point. ______________________________________________________________
Point 1._________________________________________________________________
Point 2._________________________________________________________________
Point 3._________________________________________________________________
Point 4._________________________________________________________________
What other types of visual aids will you use? ______________________

(e.g. films, demonstration, models, handouts, passed object, writing boards)

Section IV:  Delivery

How much time do you have for the presentation? ____________________________
What equipment will you need? ___________________________________________
How do you need the room set up? _________________________________________
What would you like to improve from your last presentation?___________________
________________________________________________________________________
What questions will the audience probably ask?_______________________________
_______________________________________________________________________
_______________________________________________________________________
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