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WORKSHEET 9.2
REHEARSING
Today your boss asked you to give an important presentation to the management staff about a program you have been developing for budgeting. You want to start preparing for the presentation and give yourself enough time to create a unique way to present your new ideas and information. You want to enhance your own delivery style and improve your performance, so that management will understand your budget program fully.
The following are some ideas about presentations. Read this list and then add your own ideas on the lines provided.

1. Begin gathering materials and taking notes.
2. Practice visualizing yourself speaking successfully.

3. Prepare a rough draft of your presentation.

4. List the main points you want to make.

5. Prepare your handouts and overheads or visuals.

6. Recite material out loud.

7. Listen to how your presentation sounds.

8. Practice while you are jogging.

9. Give the presentation to a friend.

10. Go to the room where the presentation will be given.

11. Write a summary of the material on the board.

12. Integrate different learning styles as you explain material to your audience.

13. Time yourself.

14. Get a sense of the room, where you should stand, how you would arrange the chairs, and so on. Then sit and review.

15. Eat a light meal, take a walk, or do a few jumping jacks before your presentation. Eat a light nutritious breakfast.

16. Wear a professional outfit and follow good grooming habits.

17. Walk to the front of the room with confidence.

18. _________________________________________________________________________
_________________________________________________________________________

19. _________________________________________________________________________
_________________________________________________________________________

20. _________________________________________________________________________
_________________________________________________________________________

