Presentation Planning Form
Topic:      
	Date       
	Start Time & End Time

     
	Event/Theme:      

	# of Attendees: 
     
	Location:      
	Room Set Up:       



Purpose/Main Message:       
Audience Notes:      
Main Points/concepts that I want to get across to my audience:

1.       
2.       
3.       
Opening: (consider statistics, anecdotes or current events to capture attention)
     
Point One:
Short Answer (clear statement of point 1)      
Evidence (to support point 1 )     
Transition (wrap up point 1 & segue to next point)      
Point Two:
Short Answer (clear statement of point 2)      
Evidence (to support point 2)      
Transition  (wrap up point 2 & segue to next point)
Point Three:
Short Answer (clear statement of point 3)      
Evidence (to support point 3)      
Transition (wrap up point 3  & segue to review)      
Review & Restate:      
First Closing:       
Question-and-Answer Period (list anticipated & prepared questions):      
Second Closing  (strong ending, restate main message; list possible anecdotes):
     
Presentation Skills Toolkit


