PREPARING FOR YOUR PRESENTATION: WRITING IT OUT
1. Introduction: Present your purpose and explain its relevance.

2. Body: Give evidence and examples.

3. Conclusion:
Summarize how your purpose has been proved; identify next steps (if relevant).

Start with questions:

What am I writing about?

Why? What is my general purpose?

What is my specific purpose?

What are my main points?

Who is my audience?

INTRODUCTION
State your purpose, making it relevant and important to your audience.
· Give an overview of the topic.

· Connect your topic to your audience.

· Pose questions for your audience.

BODY
Focus on concepts, and avoid giving intricate details that will be difficult for your

audience to remember and use.
· Break your topic into component parts.

· Provide evidence/examples/explanation.

· Answer questions posed in your introduction.

· Cover all main points thoroughly.

CONCLUSION
Relate final comments to the introduction, drawing conclusions for your audience.
· Summarize.

· Clarify.

· Finalize.

· If relevant, identify next steps.

