
Preparing a Presentation

Preparing a presentation involves considering the following elements:

• The audience: 

Consider what the listeners already know about the subject and what they need to know. 
For example, if you are presenting a status report to co-workers, you may not need to include background
information; however, if you present the report to an unfamiliar audience, you may need to broaden your 
topic, include background information, and consider your use of professional jargon. 

• The purpose: 

Having a clear purpose for your presentation will help you organize the information accordingly and stay on
track. Your presentation can be to inform, to train, persuade, sell, demonstrate, teach, etc. The purpose of your
presentation should be clear to your audience.

• The length and style:

Depending on its purpose and the audience, a presentation can be delivered in various styles: as a formal
lecture, a demonstration, an interactive workshop, or an informal talk. The presentation style you choose will
depend on the topic, the audience and your personality. For example, when speaking to your classmates, you
will probably choose an informal style; whereas when speaking at a professional conference 
to an audience of 50 people, you may deliver a formal presentation.

• Use of visual aids: 

Visual aids such as diagrams, tables, illustrations or realia can be used to enhance your presentation and
support what you are saying. You can also consider the use of PowerPoint to deliver your presentation. When
preparing visuals for your presentation, make sure they have a clear purpose and are appropriate for your
audience (i.e. they can be easily seen and understood).

1 Audio 5.9: Listen to a radio show guest talking about the process of preparing an oral presentation.
Number the items below in the order the speaker talks about them.

Determine the kind of information you will need and possible resources

Gather and organize the information

Assess your audience

1 Understand the purpose and choose a topic

Determine the style of your presentation

Prepare an outline

Review and revise your presentation

Prepare visual aids and/or develop PowerPoint slides

Develop the content of your presentation (write the script and cue cards)

Rehearse and practise your speech with technology and visuals

L INC  6 Chapter 5 | Managing Information | Presentations 139



Preparing a Presentation (Cont.)

2 You are going to prepare a presentation. The following questions can guide you in developing 
the content of the presentation. Select a topic that you would like to talk about. Answer the
questions below. 

a) What is the topic and the purpose of your presentation?

b) What does your audience already know about this topic?

c) What do you think your audience may need/want to know about this topic?

d) What do you already know about this topic?

e) What do you need to research?

f) Conduct research. How many resources/sites did you select to use? List them; this could be 
your bibliography.

g) What information will you include in your presentation? Use listing or clustering to organize 
your ideas.
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