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1. Define Objectives: What is the purpose of this presentation?  What do I want the 

audience to remember, understand, or believe as a result of hearing this 
presentation?   

 
2. Design Close: This is where the audience is either convinced or not. If we focus 

on the point(s) that we want to make sure the audience walks away with, then we 
are more likely to focus on the objectives of the presentation. Therefore, design 
the close at the beginning of your work rather than at the end 

 
3. Create Opening: The opening serves as a set up for the close. Introduce the 

ideas that you want to drive home to the audience in the close. 
 
4. Outline Body: There are a variety of ways to outline the presentation: 

chronologically; by topic; by category; by posing problems and providing 
solutions; comparing and contrasting; ideal versus reality; by benefits or features; 
comparing the old with the new; comparing advantages and disadvantages; 
providing goals and road maps; or addressing objections or providing answers. 
Most good presenters use more than one of these ways to present their material. 

 
5. Add Spice: Use stories, jokes, analogies or pre-planned questions to illustrate or 

punctuate a point. Linking spice to a key point will help people remember the key 
point longer. 

 
6. Design Visual Aids: Visual aids are symbols, graphics, tables or pictures. Use 

visual aids only when they help explain or punctuate a key point. 
 
7. Tailor to Audience: Understand the audience you are presenting to and alter 

material to fit their interests and knowledge.  
 
8. Create Cheat Sheets: Cheat sheets are notes to yourself that remind you to pass 

out handouts, go to a visual aid, or ask the audience a question. 
 
9. Rehearse, Rehearse, Rehearse: You should practice your presentation to correct 

problem areas, to memorize the presentation, and to ensure that you stay within 
your allotted time. If more than one person is presenting, you should rehearse 
together. 

 
 
Taken from David A. Peoples, Presentations Plus. Atlanta: John Wiley & Sons, 1988.  


