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1 Presentation Planning
Presentation Information
[Use the table below to list each of the presentations that will be created, to identify audience demand, and to evaluate the frequency of the presentation. Each topic should be categorized based on the physician’s mix of work (such as patient education, teaching, research, professional speaking engagements, expert testimony, and management of the physician practice).]

· Company Information. [Company name, address, logo, Web site address, etc., that will be included on the first slide or on every slide.]
· Standard Background. [The standard background that you will use for each slide (Microsoft Office Online has a selection of background templates).]
· Standard Formatting. [The standard fonts, bullets, color scheme, etc., that you will use for all presentations. Also list the standard information for headers and footers (page numbers, copyright information, dates, etc.) that you’ll use on printed materials.]
	Presentation name
	Topic
	Audience
	Audience expectation
	Location
	Date

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Brand Standards
[List organization standards that your company has developed with regard to presentation look and feel. The goal is to preserve guidelines that you can use to create consistent presentations in future.]
Branded Templates
[Building on the branded standard items identified above, provide detailed information about the following components of a standard branded template.]
· Background. [Select a standard background.]
· Title Master. [Select the standard format of the title page, including where the title, date, etc., is placed on the page. Also include the company information identified earlier.]
· Slide Master. [Select a standard format for the slides. The format should follow the standard formatting guideline identified earlier.]
· Slide Templates. [You may want to list any sample slides that you’re going to create and save in frequently used formats. For example, if a physician’s presentations regularly include slides with bulleted text and graphs, you may want to create a sample slide with these items that you can use for each presentation.]
· Slide Transitions. [Select a preferred default slide transition (such as fade away).]
Plan for Archiving Electronic Documents
[Outline an efficient method for storing and locating electronic documents.]

· Centralized Folder Structure. [Provide the file location, along with the necessary user name and password if the files are stored in an area with restricted access.]
· File-Naming Convention. [Explain any method used to name files (file names should be descriptive, but brief).]
2 Presentation Creation Process

Work Flow Diagram

[Provide a graphical depiction of the steps required to create, present, and archive presentation information.]
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	Process step
	Name
	Detail

	1.0
	Select a template
	· Select a branded template or an existing template available online.

	2.0
	Create an agenda
	· Develop an overview of the topics to be discussed during the presentation.

	3.0
	Develop a purpose statement
	· Develop a statement that identifies the purpose of the presentation and what the audience will take away from the presentation.

	4.0
	Customize individual slides
	· Insert images, video clips, Web links, etc.

· Use notes pane to add speaker notes.

	5.0
	Develop conclusion statement
	· Develop a statement that summarizes the information discussed throughout the presentation.

	6.0
	Check spelling and grammar
	· Check the entire document to make sure that there are no spelling or grammatical errors.

	7.0
	Conduct dry run of presentation
	· Make sure that the slide timing and transition support the desired presentation flow.

	8.0
	Print speaker notes and handouts for the audience
	· Provide a hard copy of the presentation to the audience to help it follow the flow of the presentation.

	9.0
	Familiarize yourself with support devices
	· Make sure that support devices used to give the presentation are functioning (e.g., wireless-device, pointing-device, projection-device compatibility with computer).

	10.0
	Prepare backup materials
	· Save presentation to an alternative storage device (e.g., floppy or CD).
· Print hard copy of presentation.

	11.0
	Inspect presentation facilities
	· Establish projector location.
· Make sure that size of room is suitable for all attendees.
· Check for electrical/projector outlet proximity to computer.
· Test the microphone (if applicable).


Process Description

[Describe each of the steps represented in the work flow diagram.]
3 Lessons Learned

[List potential opportunities for improvement of any of the work processes identified from Lessons Learned sessions, which should be conducted frequently.]
	ID #
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	Submitted by
	Result
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