
Preparing an Outline

An outline can make preparing and delivering your presentation easier. A well-prepared outline will help you
organize your ideas, stay focused on the topic and keep you on track while presenting.

To develop an outline, you can follow these steps:

• gather enough information

• define the main points of your presentation

• identify subtopics for each main point

• list supporting details for each subtopic

• make sure that each supporting point/detail contains one idea

• ensure that supporting parallel points have the same level of importance

1 Read the following two presentation outlines. Answer the questions below.

1. What is the purpose of each presentation?

2. Choose one outline. How would you deliver a presentation based on this outline? Decide on the
following elements:

• your possible audience

• the most suitable style of delivery (with possible visual aids)

• a possible venue/setting

• the length of the presentation

2 Select a possible topic for your presentation and prepare an outline. In small groups, take turns
sharing your outlines. Provide feedback to your classmates on the effectiveness of their outline.

Outline 2

Introduction: What is volunteering? How do you
become a volunteer?

Body: What steps do you take?

1. decide on type of volunteering

2. decide on a place

3. search the database

4. complete and submit an application

5. attend an interview

6. undergo a police check

Conclusion: How will your volunteer work
benefit the community? Yourself? Discussion
with audience.

Outline 1

Introduction: What is stress?

Body: 

1. Causes of stress: personal reasons (moving,
loss of job); no coping mechanisms

2. Symptoms of stress: physical: insomnia,
overeating, fatigue; mental/emotional: tense,
moody, sad

3. Ways to cope with stress: physical: 
exercise, eating habits, quitting addictions;
emotional: friends, positive outlook. 

Conclusion and questions from audience
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