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Sample Oral Presentation Timeline

Target Date

Task and “to do” list

Date
completed

Understand the assignment

Choose a topic

Assess resource requirements

Gather information

Determine your presentation style

Fill in outline

Revise & fill the gaps

Prepare visual aids

Prepare for possible questions from the audience

Read script for timing and edit to fit time constraints

Rehearse speech

Practice speech with technology (overheads, PowerPoint,
or others)

Due date

Practice relaxation strategies

Sources & Resources:
Hampden-Sydney College on Preparing & Delivering Your Presentation
http://people.hsc.edu/faculty-staff/cdeal/students/prep.htm

The Rice OWL on Designing Effective Oral Presentations
http://www.ruf.rice.edu/~riceowl/oral presentations.htm

University of Southern Queensland on Oral Presentations
http://www.usq.edu.au/ltsu/alsonline/assessment/oralpresentations/default.htm
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