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How To Structure A Presentation 
 
 

- Processes and Checklists to ensure 
that your presentation is powerful 

and memorable -  
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 Begin with a bang—arouse some human reaction/interest/curiosity/concern/etc. 

 Tell your audience of the journey you are going to take them on, sign post the way ahead - 

make them want to join you on the journey. 

 Set out a definite plan for your presentation that you can refer back to, tell the audience 

when they may ask questions. 

 Adjust your plan in the light of audience feedback, but avoid taking questions during your 

presentation. They will break it up and impact your timing and key messages. 

 

MIDDLE 

 Keep linking your points—use signposts. 

 Tell your audience as you approach new points so they know you are changing direction. 

 Link the points to the plan you gave in your introduction. 

 Making your points: 

- State your point clearly and then illustrate it. 

- Be sure that the illustration does not over-shadow the main point. 

- Use comparisons that catch the imagination. 

- Use examples and illustrations that your audience can identify with. 

and relate to—think of their special interests and knowledge. 

How To Structure A Presentation 
Including use of Visual Aids 

 

Here are some guidelines and processes for structuring presentations. 

 

SUMMARY OF ANY PRESENTATION 
 
BEGINNING 
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Presentation Structure 
- Have three key messages to out across – present them in your Beginning, 

Middle and Conclusion (tell the audience what you are going to tell them; tell 

them; tell them what you have told them). 

- Make sure that your key points stand out from the rest, make them memorable. 

- Keep your messages simple; pictures, graphics, diagrams, illustrations will help; 

use them strategically in your structure for maximum impact (eg at the start and 

end of a section). 
 

 Use word pictures, make visual comparisons. 

 Try not to make a point that you intend to refute later in case you are interrupted and fail to 

complete the argument. 

 Try to avoid lists of facts/figures/names etc, unless you can show them on a visual aid. 

 If you are going to speak for more than 10-15 minutes prepare some visual aids as well as 

notes. 

 

CONCLUSION 

 Draw something definite out of your speech—conclude, recommend, sum up, look to  

 the future, suggest the next step, etc. 

 Summarise what you have already said. 

 If you cannot draw out anything new then state your case in different words. 

 
 


