PLANNING YOUR PRESENTATION

When planning your presentation you may want to think about the following questions:

	Why?

· Why me? – during the presentation you will need to demonstrate your expertise
· Why this topic?
· Why? – the session aim
	When?

· When is the deadline for preparation?
· When? Is it part of an event or a one off?
· When will there be refreshments, before or after?
· When will I invite questions from the audience and hand out papers?


	Who?

· Who is in the audience? – Level of knowledge, views, age gender, interests and expectations, are they volunteers or press-ganged

· Who else needs to be there, from your company or other organisations if  appropriate?

· Who could I take along?

· Who do I need to speak to before the presentation?

· Who will also be there?

· Who is paying and how much?


	Where?

· Where does the presentation fit it?  Is it a programme of events
· Where do I get the resources I need from?
· Where will it be held? – Is it an internal or external presentation
· Where will it take place? – Do I need to consider the size of the room, the layout and venue details?
· Where will people sit?

	How?

· How many people will be there?
· How should I pitch it?
· How do I use the equipment?
· How much information can I get in?
· How long have I got?
· How shall I put the material across?
· How will I decide what style to use? Formal or informal
· How will I project the right image?
	What?

· What needs to be covered?

· What kind of presentation do I want to deliver?

· What does the audience expect me to cover?

· What do I need to do in order for this to happen?

· What is it aiming to do?

· What is the context

· What impression do I want to create?
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