PRESENTATION  PLANNER

Topic:

Date:

Time:

Audience:

Location:


IDENTIFY YOUR PURPOSE

What do you want your audience to –

Do?:


Know?:


Feel?:


ANALYZE YOUR AUDIENCE

Who:


Needs:


Knowledge:


Bias:


Questions:


Based on analysis, what actions will you take?

ASSESS THE SITUATION

Time:

Amount Allotted:


Time of day:

Other speakers:




Order (first, last):




Setting:

Place:


Room:

Size:


Number of People:

Equipment/Supplies needed:



Other Influences:

Occasion:




Outside events:




BRAINSTORM YOUR CONTENT

