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Pre-Presentation Checklist

Audience research

+ Type of organization (charitable, business, political, civic, religious,etc.)

« Contact person

» Number of people

+ Age range

« Knowledge level on my issue(s)

« Mandatory or voluntary attendance

+ Other background (from newspaper articles, Internet, members/employees)

Logistical and technical details

» Location of presentation (get precise driving directionsl)

» Time allotted, including any Q and A

+ Available equipment (overhead projector, laptop/LCD, VCR/monitor, etc.
» Room size and configuration

» Other speakers or items on the agenda?

Handouts and visuals
+ Decide on handouts

Americans’ Greatest Fears

Speaking in public « Overheads or PowerPoint
Getting fat » Videos

Going out alone at night * Props

Visiting the dentist

Dying [ Time to prepare

+ Starting date for prep

« Deadline to write speech

« Deadline for completing
handouts and visuals

+ Schedule practice time

Spiders and insects
Swimming in the ocean
Heights

. Flying

10. Large crowds
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Source: Health Magazine, Jan./Feb. 1998

What have | forgotten?




What kind of speech are you giving?

o [nformative

Helps us know or understand something we didn’t know or understand before.

e Stimulating

Makes us feel better or stronger about something we already believe.

e Convincing

Changes our minds.

e Call to action

Makes us do somthing.

The Underlying Objective...

..ot every speech should be
to change the audience in
some way.

March 16, 1942: The night before he leaves the
Philippines, General MacArthur works on his farewell
address.














































