Creating a Presentation

The process of creating an oral presentation is the same as the process you follow for writing: Identify your audience, gather and organize your information, and prepare visuals. If you follow these preliminary steps, making the presentation will be much easier.


1.
Determine your purpose. Will you inform your audience, persuade your audience, or rouse your audience to action?


2.
Analyze your audience. Are they coworkers? Customers? Management? Whoever they are, you must gear your presentation specifically to them. What do you want them to do after hearing your speech?


3.
Gather and organize your information just as you would for any communication. Create an outline as a guide to what you want to say.


4.
Prepare visuals. (See Using Visuals in a Presentation.)

5.
Rehearse your presentation until you have all the ideas and the order in which you will present them engraved on your mind. Practice with your visuals so they become an integral part of your talk, not simply additions to it.
