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Provide as much information as possible for each question.  A thorough analysis of the presentation will help you achieve peak communication performance.

Message Profile

1. Why are you giving the presentation--assigned by superior, request from outside organization, initiated by you?

2. What is the objective of the presentation--Are you going to  explain, report, demonstrate, influence beliefs/attitudes, influence behavior?

3. What is the strategic goal of the presentation? (Be as detailed as possible in stating what you want the audience to know, do or believe as a result of the presentation).  State your strategic goal in a single sentence.

4. What are the key messages of the presentation? (In a single, declarative sentence, what will you say?)

5. How will you vitalize each main point with statistics, examples, narratives and expertise?

6. How long will the presentation be?  How can you modularize it?

2. Audience Profile

7.  How many people will be in the audience?

8.  What are their positions / titles?

1. Why are they attending the presentation (voluntary or mandatory)?

10. What benefits does your presentation offer the audience?

**Resource: P.A.I.N. and Gain

11. Below are some ways to build establish proximity with the audience.  Which can you use?

group membership

landmarks

jargon

movies



tv shows

books

songs



foods


brands

news




events

situations

12. How will audience demographics (Age range ,Gender mix, Race, Religion, Education) help you in planning your presentation?

13. What are the psychographics of the audience?

A. How much do they know about the topic?

B. What are the audience expectations for the presentation?

C. Are there any audience beliefs, attitudes or values that will present challenges?

14. Do you have any prior history with the audience?

15. What questions from the audience would permit you to demonstrate your mastery of the subject?

16. What are the three most difficult questions members of the audience could ask?

17. What are their possible objections? How will you respond to them?

18. What activities can you use to involve the audience?

Presenter Profile

19. What do you want the audience to know about you?  

20. Who will introduce you?

21. How much do you know about the topic?

22. How much more do you need to know before the presentation?

23. What resources can you draw on?

24. What credibility do you have with your audience?

25. How will you build more credibility?

Logistics Profile

26. Can you be easily seen and heard by everyone on the audience?

27. Who is the contact person for logistics matters?

28. What is the date / time / venue of the presentation?

29. What special equipment is needed? (overhead projector, multimedia projector, VCR, microphone)

30. Is your hardware / software/ video format compatible with what will be available at the venue?

31. What is the seating arrangement?

32. Are your visuals large enough to be seen easily by everyone in the audience?

33. What control do you have over the lighting?

34. If you are distributing some type of printed information, do you have enough copies?  Who will distribute it?  When?  If distributing multiple pieces, are they in the correct order?
