INF1070 Presentation Planning Worksheet


Presentation Planning Worksheet
Name _______________________________
Date ________________________________

Topic _______________________________

Presentation due date:  ________________________

References used (including books, articles, websites, primary sources, and so on):

	Presentation Planning

	Consider whether the purpose of your presentation is to 

· train, educate, or inform

· report findings

· persuade your audience to take action

· other
	Presentation Purpose: Briefly describe the purpose of your presentation and what you plan to address in the presentation. 



	Consider the following questions about your audience:

· Who is your audience?

· What does your audience know about the topic?

· What is your audience’s attitude of or experience on the topic?

· What is the age range of your audience?

· What is the audience expecting?

· What will keep the audience interested in your presentation?
	Audience Profile: Answer the questions to help you determine how best to set up your presentation to address this audience. 

What image do you wish to project in your presentation (e.g., formal or informal, professional or humorous, and so on)?



	Action Plan

	Timeline


	Research and Create Slide Content
	Format Text and Slides
	Find and/or Create Graphics


	Add Charts and

Tables
	Find and/or Create Sound and Videos
	Collaborate

with a Peer for Constructive Feedback
	Presentation Delivery

slide timing

set up presentation equipment

present

publishing or packaging options

	Estimated Time
	
	
	
	
	
	
	

	Actual Time Spent
	
	
	
	
	
	
	

	Collaboration

Reviewer:


	Comments

	Notes



	Final Comments
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