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With your first preparatory work for a speech, you may start thinking of drafting a program for your presentation. Typically, this will involve picking a theme, sketching out context, and preparing a schedule for the program. These are all very important ingredients in the successful preparation of a perfect presentation. 

Many presentations have a theme, ranging from fact to abstract. If the idea of making an overall theme appeals to you, it is important that you must be aware of some of the key advantages and disadvantages before choosing the right one for the presentation. The chooser of a theme can provide a backbone to your presentation referred to in notices and invitations. 

Having thought carefully about the type of presentation you are organizing, you should already have some ideas of what things you want to include in the presentation. For example, a sales endorsement divides itself up almost automatically into separate times of presenting sales figures, praising and rewarding successful sellers, discussing new targets and so on. 
A promotional endorsement for a new product lends itself naturally to a presentation of the item, a general discussion, a period of testing the items, a question and answer portion, and so forth. When building up your framework of ideas, you should bear the following points in mind that the contents should be relevant, interesting, balanced, flexible, and brief.

It takes time to organize a presentation. Certainly, you may spend longer than a few weeks or even a couple of months. A small presentation that has a capacity of 30 or more delegates will take much time to prepare properly.  
It is not advisable to rush the preparations, it may come out to be unsuccessful and you will be blamed. Set out a schedule, which may be similar to the others who have arranged the terms and have organized the same way as you did. Although it is required that you must fill in the details that will shorten or lengthen the time scale to suit you own circumstances. 

