FIGURE 17.5 Planning Guide for Oral Presentations

CREATING AND DELIVERING ORAL PRESENTATIONS

Planning Your Presentation

Define your presentation’s objectives.

Select the form of oral delivery best suited to your audience and purpose.

Identify ways to assure that you look at your audience.

Anticipate the questions your listeners are most likely to ask.

Identify ways to work with your nervousness.

Organizing

Choose a simple structure.

Select a few main points as your primary focus.

Help your listeners follow your structure by forecasting it, signaling transitions, and

reviewing your main points.

Creating Graphics

Identify places where graphics will help you explain your subject matter, describe the

structure of your presentation, or highlight your main points.

Avoid the temptation to use too many graphics or to use graphics that are too fancy.

Select the medium best suited to your purpose, audience, and situation.

Create graphics that are easy to read and understand.

Rehearsing

Rehearse with your graphics.

Time your rehearsal to stay within your time limit.

