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ORGANISING YOUR PRESENTATION
THE GREAT PRESENTATION SCANDAL

Every year millions of wasted hours are spent giving and attending
business presentations. Why wasted? Because most presenters
haven't asked why. It's a downright scandal!

And the problem is, they get away with getting it wrong.
All over the world it seems that corporate ritual calls
blindly for speakers to stand up beside an overhead
projector and bore the pants off passive audiences.

Very few of them have the insight {or is it the guts?)
to sit down before they start to plan a presentation
and ask ‘WHY?'.

The result? Millions of hours of useless, droning,
self-justifying speeches. Audiences who shouid
be concerned, invoived, motivated, simply
blacking out the speakers and musing

@ absent-mindedly until coffee or lunch.
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ORGANISING YOUR PRESENTATION

THE 3 W’s
WHY?

‘A wise man asks himself seven times ‘why?’ before acting.”

e Why am i going to give this presentation?
- To provide information?
- To represent my function?
- To ertertain?
- To fill up the agenda?
- To sell my ideas?
- To defend a position?
- To be provocative?
@ Whatever the answer, keep asking ‘why?’ in other ways ...
- What is the objective | wish to achieve?
- What is happening now that i wish to change or clarify?
- What will | accept as evidence that my speech has succeeded?
- What must the audience do or think at the end?
..... until it becomes obvious what your essential messages must be.
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ORGANISING YOUR PRESENTATION

THE 3 W’s
WHAT?

® Answering the question ‘why?’ properly will tell you what your main messages
should be but, however intelligent your audience, they will neither want nor be
able to absorb more than:

4 or 5 Keypoints

e Since you have a lot of competition from cther speakers (and television!) you need

a vehicle to carry your message to the audience; after all, if your presentation is not

memorable - why bother to speak? Good vehicles include:

- A mnemonic device to link key messages together and help retention (an
example is ‘Bomber B’ on page 10)

- An analogy, parable or example to make a bridge between your messages and
the audience’s experience

- A series of slides to ‘package’ your messages
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ORGANISING YOUR PRESENTATION

THE3 W’s*
WHO?

Once you know exactly why you are going to make the presentation and what your key
points will be, you must ask, ‘Who will be in the audience?’ -
S0 as to customise your message and make it stick.

® Who are the participants? Level? Background?
e What do they already know about the subject?

e Are they really interested? (If not, 'll have to
create the interest)

e What are their WIFM's? (What's In it For Me?)

e How fast can they absorb what I'm saying?

e What do they expect me to say?

® What is their mind-set (prejudices, attitudes,

beliefs, eic)?

V[ﬁ) be sure vou have tailored your speech to
W7 the audience, play devil’s advocate and ask, ‘How
could 1 best offend them if I really wanted to?"’
\_ J/




