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Planning a Presentation 

  

  

Presentation planning is the key to effective PowerPoint; 

use this simple model to create a solid structure 
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When planning a presentation it is useful to have a goal in mind. Delivering an emotionally 

inspiring performance can have different success criteria to delivering an effective business 

presentation. As far as this flyer is concerned, the success criteria can be defined as a) having 

the audience remember your key messages, and b) having them take action as a result of 

listening to you. 

The following model for structure will make presentation planning easy and should 

serve you well for the overwhelming majority of sales presentations: 

  

  

http://www.activepresence.com/
http://www.activepresence.com/
http://www.linkedin.com/company/active-presence-limited?trk=
http://ow.ly/nI5v0
http://www.facebook.com/
http://www.twitter.com/activepresence/
http://pinterest.com/activep/boards/


Active Presence is a niche communications consultancy that 

improves B2B communication. 

Specialising in Confident Persuasive Presenting and Delivering 

Memorable PowerPoint, our bespoke communication programmes 

give you the confidence to perform more effectively, outstrip your 

competition and win more business. Effective Meeting Facilitation 

enables you to better engage while keeping your projects on 

schedule and within budget. 

Working from fully equipped studios in NW England and using the 

very latest technology, our online learning environment, YouRecall, 

provides a unique delivery platform that adds real value to your 

organisation in a pragmatic and structured way. 

Managing Director, Chris Davidson, is a respected speaker, 

broadcaster and author. In 2010 his book, Successful Speaking 

Secrets Quick Reference, won the International Book Award in Los 

Angeles. With more than 10 years’ experience helping businesses to 

better communicate, Chris can provide customised training and 

development for all areas of presenting.  

Get in touch today for a programme tailored to your needs. 
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Awaken Interest: Whatever the presentation, make sure that you have an opening that 

awakens your audience’s interest. Commit this section to memory, so that you can deliver it on 

automatic pilot. It doesn't need to be long, around 200 to 250 words is fine. It’s important to 

note that it’s not a run through of the agenda. This is boring – like reading the contents page of 

a book. Your awakening interest statement should be more like the opening couple of 

paragraphs of a good thriller, or the teaser text on the back cover of a paperback novel. 

Guide Understanding and Create Impact: Once you've hooked your audience with 

your engaging opening, you can focus on the material you want to cover. As you take your 

audience through your material, there will be natural points at which you want to deliver a key 

message. Create some impact at these points by telling a story that directly relates to that key 

message. A well told story will be remembered by the audience, long after the detail of the 

presentation has faded. If your stories are associated with your key messages, then they'll also 

be remembered too. 

Call to Action and Questions: When planning a presentation, it's important to 

remember that the call to action is the last phrase your audience hears you deliver. In the 

diagram you'll notice that the Q&A session occurs prior to the call to action. This is something 

that is often overlooked in presentation planning. Typically, the speaker will finish his or her 

presentation and then ask, "Are there any questions?" This is exactly the wrong thing to do. 

Here’s why: 

 It hands control of the presentation to the audience – never a good thing. (Engaging an 

audience is not the same as relinquishing control to them) 

 As a direct result of the above point, there is a good chance that the last voice the 

audience hears is not your voice, but that of a third party 

 The audience is more likely to remember the last thing they heard – and it may well not 

have been your call to action. In other words, your presentation has effectively been 

wasted 
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