Presentation Checklist
Use the checklist below to review your presentations prior to your assessment


	Presentation Key Points
	Done

	My introduction tells the audience what I am talking about and why


	

	I have included a hook telling the audience why they should listen which is …


	

	I have a clear agenda telling the audience the order of my talk


	

	I have a written agenda and I will speak it


	

	I have included a logical structure to my presentation

	

	The content of my presentation answers the question set


	

	I have thought about my audience in terms of language, tone, style and interesting audio visual aid
	

	I have illustrated my main points in my audio visual aid

	

	I have prepared my Powerpoint presentation or Poster which I will refer to during the presentation
	

	I have prepared my cue cards


	

	I have checked my font type, font size and colour scheme using the whiteboard

	

	My slides are simple and clear and I have not used too many words

	

	My presentation has a clear and logical structure

	

	I have remembered to discuss the evidence which supports my arguments/points
	

	I have checked and corrected my spelling and grammar


	

	I have referenced my slides as appropriate and included a list of references at the end of my presentation
	

	I have a conclusion which revisits my main arguments and restates my main points
	

	I have practiced my presentation several times at home to check timings

	

	I have practiced my presentation in college using the whiteboard

	

	I have checked my mannerisms or gestures to ensure I don’t fiddle with anything during my presentation
	

	I am prepared for the question and answer session

	

	I have prepared any materials I need to provide for the audience


	


(Adapted from Burns and Sinfield, 2012:336)
