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1. Define the subject 

The subject was probably been given to you, but sometimes this can be very unspecific 

or too broad.  Analyse the situation, and you’ll find a slant on the subject that will be 

relevant and interesting to your audience: 

 

Your Action: 

Define your subject here in the box.  You may want to tweak it, making it more 

specific once you’ve done the next section: 

 

2. Analyse the situation: audience, circumstance. 

Audience Situation 

 

Level of knowledge 

Roles 

Level within organisation 

Common concerns and interests 

Voluntary/Mandatory attendance 

Culture (corporate/national) 

Audience’s expectations 

Number of people 

Departments (specialist knowledge) 

Key decision makers 

Do they know you or each other? 

Gender 

Political/Religious issues 

Organisational activities and aims 

 

 

Seating arrangements 

Projectors (front lit/back lit?) 

Laptop 

 (cables and connectors) 

Software (PowerPoint?) 

Microphones (on lectern/earpiece/hand-held?) 

Other speakers 

Time (duration) 

Time of Day 

Food and drinks before or during speech? 

Room conditions (air conditioning/lighting?) 

Lectern (can it be moved) 

Platform? 

 

 

Subject: 
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Not every single one of the above factors might be a consideration for all presentations but many 

of them could have any impact on what you talk about and your delivery.   

 

Much of it might be found on websites and literature but a quick call to the organiser usually 

deals with any queries regarding the situation.  

 

If you’re to be sharing the day with another presenter talking of a similar subject, you might want 

to confer with them to make sure you don’t cover the same ground. 

 

relevant and interesting to your audience: 

 

Your Action: 

Write your notes in the table below: 

 

What I know about my audience: 

 

 

What I’ve yet to find out about my audience 

 

 


