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Designing and Delivering Oral Designing and Delivering Oral 
and Online Presentationsand Online Presentations
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Building Your Career Building Your Career 
with Oral Presentationswith Oral Presentations

Display
Your Skills

Think on
Your Feet

© Prentice Hall, 2008 Excellence in Business Communication, 8e Chapter 14 - 2

Your Skills

Grasp Complex 
Issues

Your Feet

Handle 
Challenges

The ThreeThe Three--Step ProcessStep Process

PlanningPlanning CompletingCompletingWritingWriting

© Prentice Hall, 2008 Excellence in Business Communication, 8e Chapter 14 - 3

Analyze Situation

Gather Information

Select Medium

Get Organized

Revise

Produce

Proofread

Distribute

Adapt to 
the Audience

Compose
the Message
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Planning PresentationsPlanning Presentations

AnalyzeAnalyze
the Situationthe Situation

GatherGather
InformationInformation
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SelectSelect
the Mediumthe Medium

o at oo at o

Organize theOrganize the
InformationInformation

Analyzing the SituationAnalyzing the Situation

PurposePurpose AudienceAudience

© Prentice Hall, 2008 Excellence in Business Communication, 8e Chapter 14 - 5

InformInform

PersuadePersuade

CollaborateCollaborate

Emotional StateEmotional State

Language IssuesLanguage Issues

Specific CircumstancesSpecific Circumstances

Selecting the MediumSelecting the Medium

Electronic
Presentations

In-Person
Presentations
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Organizing PresentationsOrganizing Presentations

Audience Purpose

Define the Main IdeaDefine the Main Idea
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Purpose Audience

Message Message
Limit the ScopeLimit the Scope

Prepare the OutlinePrepare the Outline

Choose the ApproachChoose the Approach

The Planning OutlineThe Planning Outline

I. State purpose and main idea
II. Organize major points and subpoints
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III. Identify introduction, body, close
IV. Show your connections
V. Show your sources
VI. Choose a title

The Speaking OutlineThe Speaking Outline

Follow Planning Outline

U K d
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Use Keywords

Add Delivery Cues

Arrange Your Notes
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Writing PresentationsWriting Presentations

PresentationPresentation

AudienceAudience SubjectSubject
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IntroductionIntroduction

MessageMessage

ConclusionConclusion

PurposePurposeEtiquetteEtiquette

FormalFormal
PresentationPresentation

InformalInformal
PresentationPresentation

Creating the IntroductionCreating the Introduction

Arouse Interest
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Build Credibility

Preview Message

Composing the MessageComposing the Message

Limit Main Points
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Stress Connections

Engage Audience
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Writing the ConclusionWriting the Conclusion

Restate Main Points

© Prentice Hall, 2008 Excellence in Business Communication, 8e Chapter 14 - 13

Describe Next Steps

Close Presentation

Planning Visual AidsPlanning Visual Aids

Quality and Impact
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Audience Learning

Professional Image

Selecting Visual AidsSelecting Visual Aids
Overhead TransparenciesOverhead Transparencies

Electronic PresentationsElectronic Presentations
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Chalkboards or WhiteboardsChalkboards or Whiteboards

Flip Charts or Flip BooksFlip Charts or Flip Books

Other Visual CombinationsOther Visual Combinations
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Creating Effective SlidesCreating Effective Slides

Writing Writing 
ContentContent

ModifyingModifying
GraphicsGraphics
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SelectingSelecting
DesignDesign

BeingBeing
ConsistentConsistent

AddingAdding
AnimationAnimation

ContentContent GraphicsGraphics

Select aSelect a
Central IdeaCentral Idea

Use Short Use Short 
PhrasesPhrases

Limit the Limit the 
ContentContent

Writing Readable ContentWriting Readable Content
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Central IdeaCentral Idea

Use ParallelUse Parallel
GrammarGrammar

PhrasesPhrases

Use ShortUse Short
TitlesTitles

ContentContent

Prefer thePrefer the
Active VoiceActive Voice

Modifying Graphics for SlidesModifying Graphics for Slides

Reduce
Details

Avoid
Repetition

Shorten
Numbers
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Use
Whitespace

Highlight
Key Points

Choose a
Clear Font
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Selecting Design ElementsSelecting Design Elements

Color SchemesColor Schemes
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Background DesignsBackground Designs

Artwork and VisualsArtwork and Visuals

Fonts and Type StylesFonts and Type Styles

Achieving ConsistencyAchieving Consistency

Slide Master FeatureSlide Master Feature Layout TemplatesLayout Templates
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Color ChoicesColor Choices

Font StylesFont Styles

Design ElementsDesign Elements

Bulleted ListsBulleted Lists

ChartsCharts

GraphicsGraphics

Adding Animation and Adding Animation and 
Special EffectsSpecial Effects

Functional AnimationFunctional Animation
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Transitions and BuildsTransitions and Builds

Action Buttons/HyperlinksAction Buttons/Hyperlinks

Multimedia ElementsMultimedia Elements
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Presenting OnlinePresenting Online

DisadvantagesDisadvantagesAdvantagesAdvantages

Global ReachGlobal Reach Limited FeedbackLimited Feedback
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Cost SavingsCost Savings

ConvenienceConvenience

Technology IssuesTechnology Issues

Training IssuesTraining Issues

Global ReachGlobal Reach Limited FeedbackLimited Feedback

Keep ContentKeep Content
SimpleSimple

Seek FrequentSeek Frequent
FeedbackFeedback

Send PreviewSend Preview
MaterialsMaterials

Online PresentationsOnline Presentations
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pp

Consider theConsider the
AudienceAudience

EnsureEnsure
CompatibilityCompatibility

Allow Time toAllow Time to
ConnectConnect

Completing PresentationsCompleting Presentations

Finalizing Slides
and Support

Preparing to
Speak
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Practicing
Your Delivery

Overcoming
Anxiety

Handling
Questions
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Finalize Slides and Support Finalize Slides and Support 

Title SlidesTitle Slides
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Agenda SlidesAgenda Slides

Navigation SlidesNavigation Slides

Finalize Slides and Support Finalize Slides and Support 

HandoutsHandouts
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Backup EquipmentBackup Equipment

Backup PresentationBackup Presentation

Preparing to SpeakPreparing to Speak

MemorizingMemorizing ReadingReading

Speaking Occasion
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gg

ImpromptuImpromptu
SpeakingSpeaking

gg

SpeakingSpeaking
From NotesFrom Notes

Subject Matter

PurposeAu
die

nc
e
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Practicing Your DeliveryPracticing Your Delivery

Present NaturallyPresent Naturally Rehearse the SpeechRehearse the Speech
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Track Your TimeTrack Your Time

Check the EquipmentCheck the Equipment

Anticipate QuestionsAnticipate Questions

Introduce the SlidesIntroduce the Slides

Overcoming AnxietyOvercoming Anxiety

•Control nervousness

•Practice for success
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•Prepare extra material

•Think positively

•Visualize success

•Take deep breaths

Overcoming AnxietyOvercoming Anxiety

•Be ready to go

•Don’t panic 
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•Get comfortable

•Focus on the message

•Seek friendly faces

•Keep on going
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Responding to QuestionsResponding to Questions

Focus on theFocus on the
QuestionerQuestioner

Focus on theFocus on the
QuestionerQuestioner

RespondRespond
AppropriatelyAppropriately

RespondRespond
AppropriatelyAppropriately
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Control theControl the
SituationSituation

Control theControl the
SituationSituation

EncourageEncourage
QuestionsQuestions
EncourageEncourage
QuestionsQuestions

Survive theSurvive the
Hot SeatHot Seat

Survive theSurvive the
Hot SeatHot Seat

ConcludeConclude
the Presentationthe Presentation

ConcludeConclude
the Presentationthe Presentation


