
The two macro steps of presentation preparation are 1) crafting your presentation and 2) practicing your presentation. But plenty of 
cognitive work is required before any speech-writing or slide-building can begin. You need to understand your objective, the facts, the 
audience and the environment to ensure that your presentation lands as desired. Here’s how you can practice this form of preparation. 
Completing this exercise might take you up to a week, depending on the amount of time that you can dedicate to writing and 
researching each day. 

1. Consider an upcoming forum where you intend to deliver a formal, critical presentation. 
• If there’s no imminently scheduled critical presentation, imagine that you’ve been asked to present at an upcoming industry 

conference. 
2. Identify (or imagine) the subject of your presentation. Once the subject is identified, answer all of the italicized questions below 

(“What’s the one job or the primary goal of your presentation?" through “Do you have 10 minutes or 2 hours to work with?”).  

• Objective  
Before you put pen to paper, you need to understand where you intend to take the audience. What’s the one job or the primary goal of 
your presentation? What is it that you want your audience to understand and/or do following your presentation? What’s the emotional chord that you 
need to touch in your audience to elicit this particular action or understanding? You shouldn’t start writing any presentation material or 
building any PowerPoint slides until you’re clear on the answers to these questions.  

• Facts 
It’s not enough to simply know the facts related to your presentation’s subject. To the best of your ability, you need to understand 
the facts immediately surrounding your presentation’s subject matter. What are the facts that support you presentation? What do these facts 
mean? How do these facts relate to your presentation? It also helps to understand the facts one degree removed from your subject matter. 
And if you’re a real master, you’ll even understand the facts two degrees removed! 

• Audience 
Many professionals make the mistake of stopping at an understanding of the facts and the presentation’s objective before crafting 
their presentation. The final important detail that should define the shape of your presentation is your audience. Who is the primary 
target of your presentation? Whose hearts and minds do you intend to capture? What do they care about? Who do they care about? Why should they 
pay attention to what you have to say? How can you string together your facts in a way that provokes your specific audience towards your desired 
objective? The answers to these questions - combined with your facts + objectives - should influence your presentation’s tone (i.e. 
funny, somber), delivery mechanism (i.e. slides, no slides, handouts) and choice of language, anecdotes. 

• Environment 
Closely related to your understanding of the audience is your understanding of the environment. Where will you be delivering your 
presentation? Inside of an air conditioned conference room with full A/V capabilities? Outdoors with no microphone and limited control over the 
elements? Over a conference call? Inside of a loud and crowded dining room over lunch? Do you have 10 minutes or 2 hours to work with? With the 
answers to these questions, you should finally be ready to craft your presentation. 

3. Once you’ve answered all of these questions, consider your feeling of confidence or preparation. Do you feel more or less confident 
than you typically do prior to a presentation? More or less prepared?
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