
 

Presentation Tool: Presentation Preparation Sheet 
 

Presentation Title: _______________________________________ 
 
Topic: ________________________________________________ 
 
Date: _________________________ 
 
Why are you presenting? 
___________________________________________________________________

___________________________________________________________________ 

 

What is the purpose? 
___________________________________________________________________

___________________________________________________________________ 

 
What is your goal? 
___________________________________________________________________

___________________________________________________________________ 

 
What do you want the audience to get from it? 
___________________________________________________________________

___________________________________________________________________ 

 
Why? 
___________________________________________________________________

___________________________________________________________________ 

 
How can you be sure you achieve your goal? 
___________________________________________________________________

___________________________________________________________________ 

 
How can it be measured? 
___________________________________________________________________

___________________________________________________________________ 

 


