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m PACED presentation planning

Key Point

You identify the purpose
of the presentation and its
category as part of the
planning process because
you want to determine
how best to organize and
present the information
you need to communicate.

Presentation Planning Essentials F

When you use the PACED method to develop a presentation, you ensure that your pre-
sentation engages the audience with interesting content and progresses at a steady rate
within a limited time frame. Few things are more distressing to an audience than a disor-
ganized presentation that plods on too long. A discussion of presentation planning essen-
tials focusing on the PACED steps, as shown in Figure 14-1, follows.
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PACED Step 1: Determine the Purpose of the Presentation

First, you need to determine the purpose of your presentation. Often the purpose is tied
to what you want your presentation to accomplish. For example, the purpose of a pre-
sentation could be to persuade a group of clients to buy your products, to describe the
operations of your company to a group of investors, or to teach a class of students about
a particular subject.

Once you know the purpose of your presentation, you determine what type of presen-
tation will help you achieve its purpose. There are three types, or categories, of
presentations: persuasive, descriptive, and instructional. Figure 14-2 describes each of
these categories and provides examples.
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Some presentations have multiple purposes. For example, a descriptive presentation
that outlines company operations to a group of new employees also has a persuasive
component. The presenter wants to both convince new employees that they have made
the right choice in joining the company and motivate them to work hard and make a
positive contribution.

PACED Step 2: Analyze the Audience for Your Presentation

You deliver a presentation in front of an audience, which is a group of people gathered
together for the sole purpose of listening to you. Your responsibility as a presenter is to

Zi::;:ltyiﬁ:u::::;in& ensure that your audience’s time is spent wisely. Even the most beautifully prepared and
outcomes, and identify formatted presentation will fall flat if it is not tailored to the needs and expectations.of
audience characteristice the audience. As part of the presentation planning process, you need to determine

so that you develop-- answers to the following questions:

appropriate content. 3

¢ Why have participants come to the presentation?
 What do participants hope to do or learn as the result of attending the presentation?
« What are the average background and characteristics of the participants?

Figure 14-3 explores the answers to these questions.
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Figure 14-3 Presentation audience requirements

KeyPoint

At any point during the
presentation, audience
members should know
approximately where they
are in relation to the main
topics.

Requirement Description
Identify audience o Think about your presentation from the point of view of your audience to
expectations ensure you do not omit important information.

* A young person attending an information session at a local college would
expect the presentation to include information about course fees, living
on campus, and recreational facilities.

¢ A professional attending a seminar at a conference would expect to
obtain up-to-date information about topics listed in the seminar descrip-
tion or implied by the seminar title.

Determine outcomes ¢ Identify what you want the participants to do as the result of attending the
presentation.
® Employees at a staff orientation should learn how to obtain benefits,
understand company policies, and feel motivated to make a strong contri-
bution to the company.
¢ Potential customers at a sales presentation should feel motivated to pur-
chase the products or services described in the presentation.

Identify audience * Identify any common characteristics related to background and expectations
characteristics of audience members so you can develop appropriate content.
* Modify a presentation on a new park for an audience of senior citizens
and for an audience of teens.
* Modify a presentation on children’s nutrition for an audience of health-
care professionals and for an audience of PTA members.

PACED Step 3: Develop the Content for the Presentation

You organize the content of a presentation into a structure that your audience can easily
iclentify and understand. One of the most effective ways to organize your presentation is
to divide it into three distinct topic areas and then include up to three subtopics under
each main topic. Figure 14-4 shows the outline of a presentation organized into three
main topics with subtopics.

Figure 14-4 Well-structured presentation outline
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\s VOU Can see, the three AN topies m this presentation are identitied under the
Overview heading at the beginning of the outline. Fach of these three main topics
mc ludes subtopics. For example, the subtopics tor the Partnership Opportunities topic are
the three organizations that Ambleside Community Center plans 1o partner with: Foaod
warehouse, Fitness for Lile, and Ambleside Senior Center.

Although the three-part structure works well tor many presentations, you can also
Choose to adapt it, depending on the content you wish to present. for example, you may
accasionally divide a presentation into two or even four main topics, and omit subtopics
irom some main topics. The key is to impose a simple structure on the content so that the
audlience can understand the content easily.

Once you have determined the topics and subtopics for your presentation, you need
to develop appropriate content. Figure 14-5 shows an outline of a descriptive

& most important topics presentation. Notice how only a few bullet points are added to the subtopics. When you
. 1d subtopics. Create content for a presentation, you do not need to write down cvery word you plan to
e sy, Add just afew short points and then during the course of your presentation, expand

on the points verbally.

Figure 14-5 partial outline of a descriptive presentation
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PACED Step 4: Use Electronic Technology to Prepare the
Presentation -

‘Key.Point * .  Many presentations are accompanied by a series of slides, often created in PowerPoint
for electronic delivery, which means that the slides are projected from the computer
screen to a large screen that audience members can see easily. Each slide includes a title

Including too much con-
tent on a slide is the

single most common error and either text in the form of three or four bulleted points or a graphic such as a chart, a

made in presentations. _ table, some pictures, or a video clip. A typical 10-minute presentation usually consists of

The b““‘,“:": words between 10 and 15 slides.

::::2;’0':':;: thl:\::ﬁe: When you prepare the content of your presentation for delivery, you need to select the

you say rather than words text content, format the content attractively, choose appropriate graphics, and include a

the audience reads. summary slide. Figure 14-6 describes each of these tasks.
MPreparing a presentation for delivery

Requirement Description

Selecting the text content . » Limit the number of bulleted items to three or at the most four
* Include only phrases and key terms; avoid long sentences
® Ensure all text is readable _
® Use the text on each slide as a starting point for additional comments
and examples that you provide verbally
¢ Insert the Overview slide and bold the upcoming topic each time the
main topic changes in the presentation

Formatting content ®  Use a consistent format for each slide in a presentation
¢ Use the same background color for every slide
* Enhance all the text at each level with the same font size and style
* Use subtle colors and clear fonts to draw attention to the presentation
content
® Select light colors for the slide backgrounds and dark colors for
slide text

Choosing graphics ® Use charts to display statistical and other numerical information in a
visual way that audience members can understand easily
® Make sure the chart is large and easy to read
® Use illustrations sparingly and only to enhance specific information or to
emphasize a specific point
* Include a logo or other identifying graphic in one corner of every slide in
a presentation when appropriate

Adding a summary slide * Include a very short summary of the presentation or contact information
on the last slide
* Leave the last slide on-screen until people have left the presentation

"Key"'i'Point'. ) 4 Presentations consisting of poorly formatted slides distract your audience from the pre-
~ sentation content. Instead of focusing on your words and the purpose of the presentation,
the audience focuses on trying to understand what they see displayed on the slides.

Make sure all slides you

format for a presentation . . A .
are clear, consistent, and Figure 14-7 compares three poorly formatted slides with three well-formatted slides.

easy to read.




Figure: 14-7
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As the saying goes,
Practice makes perfect.
The more times you prac-
tice your presentation, the
more comfortable you will
be delivering it.
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Slide formatting comparison
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PACED Step 5: Practice Delivery of the Presentation

Your presentation should be tightly organized and then delivered in a relaxed manner
that appears unstudied and spontaneous. The key word is appears. You should know
exactly what you want to say and have rehearsed your delivery thoroughly. Your audi-
ence should see a presenter who delivers the content with conficlence and flair, and
seems to be talking off the cuff. Figure 14-8 describes three major factors related to the
delivery of a presentation: communicating the content, coping with nerves, and manag-
ing the location.




Technology Skills — Creating a Presentation in
PowerPoint

Microsoft PowerPoint provides the tools you need to create both the electronic presenta-
tion and the handouts that accompany your presentation. First, you enter the content for
each slide in Outline view. You can type the text directly into PowerPoint or you can
import text from a Word document. Most slides will consist of a title and three or four
bulleted points. Once you have entered text for each slide, you modify the appearance of
the presentation by applying and then editing a theme. Finally, you prepare the presenta-
tion for delivery.




