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Presentation planning checklist 
 
10 key questions 

 
1. What is the target audience and what is the business case for the 

presentation 
 
2. Why should your target audience bother listening (in their language)?  
 
3. What are the key learning outcomes from your presentation? Are they 

at the front? 
 
4. Are key conclusions explained in a real world context? 
 
5. If a facilitated session, have you planned the facilitation as you would 

plan your content? 
 
6. Have you included case studies and real world examples to help 

explain your conclusions? 
 
7. Are there opportunities for the audience to reflect on how current 

practices might be altered? 
 
8. Do you require visual aids? Avoid complex text regurgitation 
 
9. Have you prepared a handout? Is it the most useful thing you could 

hand out? 
 
10.    Have you started yet? 
 

 
Zoom setup shopping list  
 

• Portable desk raiser to align camera with face at eye level 

• Plug in USB mic 

• Plug and play camera (Ben Richards uses Logitech stream cam) 

• Frontal LED broadcast lighting (can be attached to walls) 

• Decent router (Ben Richards uses Orbi with a satellite unit) 

• Decent internet plan (minimum 100mbs download, 25mbs upload) 

 


