(Faigley, The Penguin Handbook, Worksheet 19)

Worksheet 19
Name_____________________________

Class__________ Date_______________

Making a Presentation

Successful presentations require careful planning, as we note in chapter 12. We recommend that you approach a presentation assignment with the same care and forethought with which you would approach a major writing assignment. 

This worksheet will help you begin planning and preparing for a presentation. Using the space below or separate paper, answer the following questions as completely as possible. 

1. Time. How much time will you have to make your presentation? This is a critical consideration, so think about it carefully. The amount of time you’re allotted will determine the specificity of your presentation, the length of both your introduction and conclusion, and the kinds of information that you can cover and present. Experienced presenters, for instance, never try to squeeze two hours’ worth of material into a ten-minute presentation. 

2. Purpose. What is your purpose in this presentation? What guidance does your assignment sheet give you in determining your purpose and focus?

3. Audience. Who is your audience for this presentation? How will their size and character shape your presentation?

4. Central points. What central points will you make in your presentation? (Again, consider how much time you’ll have.)

5. Organization. Recall that several common organizational strategies for presentations are:

· Chronological organization, in which you use a time sequence to order major points

· Topical organization, in which you divide your material into several connected topics and elaborate on each

· Problem/solution organization, in which you identify a problem and propose one or several solutions

Should you use one of these strategies to organize your presentation? Explain your answer.

6. Support and evidence. How will you support each of the main points of your presentation?

7. Visuals. What kinds of visuals will you use, if any? What information will these visuals contain? What purpose will they serve?

8. Handouts. Will you provide handouts? If so, what information will these handouts contain? What purpose will they serve? (For example: Will they reiterate the central points of your presentation? Will they supply a bibliography, or supplementary information not covered in the presentation?)

9. Venue. Where will you be giving your presentation? Will you require any special equipment? What arrangements do you need to make prior to the day of your presentation?

