Chapter  10 Developing and Organizing the Presentation

 I. Analyzing the Situation
A. Analyzing your audience
	1.  Who are the key members in the audience?
	2. How much does your audience know?
	3. What do they want to know?
	4. What are their personal preferences?
	5. What demographic characteristics are significant?
		a. age, race, gender, cultural background, economic status
	6. What size is the audience?
		a. determines number of handouts, size of visual aids, language choice
	7. What are the listeners’ attitudes?
		a. attitude toward you the speaker
		b. attitude about the subject
II. Analyzing Yourself as the Speaker
1. What is your goal?
a. Who do you want to reach?
b. What do you want them to know?
2. Your knowledge
a. Better to over prepare
b. Do any research needed
3. Your feelings on the topic
a. Excited about a topic? Your voice, expressions, gestures reflects this
b. Don’t care? This shows also
III. Analyzing the Occasion
1. Facilities
a. Room arrangement
b. Seating-number of chairs
c. Equipment-is it in room or do you need to arrange for it?
2. Time
a. Time of day
b. Length of time you need to speak
3. Context
a. Are others’ speaking also, a preceding speaker has an impact on the audiences mood
b. Current events will impact how your message is received. Did company just lose millions and you want them to buy your product?
IV. Setting your goal and developing the thesis
	!. General and Specific goals
a. General goal (broad indication of your purpose)-to inform, to persuade, to entertain
b. Specific goal (describes the outcome you are seeking)-describes whom you want to influence, what you want them to think or do, and how, when, and where you want them to do it. Describe the reaction you are seeking, be as specific as possible.
2. Developing the Thesis
a. a single sentence that summarizes your message-tells the audience you main idea


V. Organizing the Body
	1. Brainstorming ideas
	2. Basic Organization
		a. Introduction-attention getter, credibility, preview
		b. body-two to five main points
		c. conclusion-signal, review, memorable statement
VI. Organizational Patterns
	1. Chronological-time sequence
	2. Spatial-how something is put together or where it is located physically
	3. Topical-divided by subject
4. Cause-effect-shows that certain events have happened or will happen as a result of certain circumstances

VII. Rules for main points
	1. They must be stated as claims-assert a fact or belief
	2. All points should develop the thesis
	3. Have no more than 5 main points
	4. Each main point contains only one idea
	5. Try to keep them parallel in structure-start them all the same way
VIII. Planning Intro and Conclusion
	1. Introduction-gaining attention
		a. rhetorical question
		b. tell a story
		c. startling statistic
		d. refer to the occasion
	2. Credibility
	3. Why should they listen?
	4. Preview
	5. Conclusion
		a. signal
		b. review
		c. memorable statement
IX. Transitions
	1. words or sentences that connect the main points to one another
		a. they promote clarity
		b. they emphasis important ideas
c. they keep listeners interested


