 Presentation Checklist

Instructions: To ensure that you prepare adequately for a presentation, use the following checklist. Consider when the presentation will take place and date your deadlines backward from that date, being sure to give yourself extra time as a safeguard against unexpected events.
ACTION 





   


       DEADLINE

	Survey the contact person for expectations.


	     

	Learn about the audience, event, and site.


	     

	Identify the purpose, and write it as a single statement.


	     

	Prioritize the main ideas.


	     

	Develop the introduction.


	     

	Develop first and second closings.


	     

	Research and compile data.


	     

	Draft the presentation.


	     

	Complete a draft of the visual aids.


	     

	Complete the final version of the presentation.


	     

	Complete the final version of the visual aids.


	     

	Create notes for the presentation.


	     

	Practice the presentation.


	     

	Time the presentation.


	     

	Practice for possible questions.


	     

	Rehearse with an audience.


	     

	Practice with the visual aids.


	     

	Confirm details with the contact person.


	     

	Deliver the presentation.
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