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need? We’re pretty sure you will pick the first option. In the beginning, it 
might seem like this option would take longer, but the opposite is true. 

The first step to a successful presentation structure is to brainstorm your ideas 
and combine them into a rough draft. But first, consider the message you 
want to relay to your audience. 

The Message 

• What is the message you want to convey with your presentation? 

• A good starting point is to decide if it will be informative, entertaining, 
inspiring or persuasive. 

• In a business setting, you might want your presentation to do two of 
these things: inform and persuade. If you are a mind-set coach for 
companies, then you might want to entertain and inspire. 

• The main message should be easy to grasp from the title on your first 
slide. Think of an appropriate way to word what you want to give your 
audience in one or two sentences. This can of course be changed later, 
but having a preliminary title will help get your ideas in order for what 
comes next. 

Once you know which direction your presentation will take, it’s time to jot all 
your ideas down on paper to create an outline and rough draft of all the points 
you will cover. 

 

7 Ways to Structure Your Presentation 

Now that the brainstorming and rough draft are out of the way, it’s time to 
start structuring your presentation. This is the moment when we introduce the 
storytelling aspect into the equation. All the information you have gathered 
and organized in your rough draft now needs some attitude to really get your 
message across. 
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We are going to look at 7 different styles of storytelling structures that work 
great for presentations. They all have a different style of delivery and 
cadence. Choosing which one works for your presentation will depend on 
your message and on who your audience is. 

Fact and Story 

The first presentation structure we will look at is Fact and Story. The 
premise is that the presentation moves back and forth between facts and 
stories. Presentation guru Nancy Duarte wrote about this presentation 
structure in her book "Resonate." She suggests that mixing storytelling with 
the relay of facts can help your audience stay interested until the end of your 
presentation. 

 

According to Duarte, this type of structure should start off with an initial 
setting of the present reality: the “what is.” From there, an invitation to 
adventure is presented and the first instance of “what could be” is told as a 
story to illustrate how the initials facts can be improved. 

This comparison of presenting the facts as what they are at the present 
moment with stories that show how things could be improved is what keeps 
your audience interested and waiting for more. 

The conclusion should end at a high point, considerably higher than where it 
began. The audience should feel like they learned something and, at the same 
time, inspired to change. 

This structure maintains a level of suspense and excitement, perfect for 
presentations that need to inspire AND inform. 

The Explanation 

The presentation structure labeled as the Explanation is meant to teach new 
insights and abilities. Its main purpose is to inform about a process or plan to 
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either fix a problem or learn something new. A good way to incorporate 
storytelling into the structure is to show the progression of the facts along 
with the progression of a story. 

 

The presentation progresses in an upward motion following these steps: 

1. The Lay of the Land shows how things stand right now, what the 
destination is and how you plan to get there. The point is to get the 
audience excited and on board as quickly as possible by showing them 
the entire process straight up. Tell a story that relates directly to the 
introduction. Better yet, start with a story. 

2. The Roadmap is a visual map of how you will get to the final 
destination and reach the resolution. Set the audience on the right track. 

3. The First Step begins the adventure to get where you want to go. 

4. The Next Step is the middle section of the presentation, where all the 
steps are laid out one by one. 

5. Almost there is the catharsis where you look back at how much has 
changed and progressed since the first step. 

6. The Arrival is the celebration of the end of the journey. The audience 
should feel like they have learned something new and gained new 
knowledge. 

The Explanation structure can be used for presentations by consultants that 
want to teach new ways of doing things inside a company or department. It 
could also perfectly fit in a sales meeting where a presenter can explain their 
process of a masterful sales plan. 
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The Pitch 

As you know, a pitch in the business sense is when a presenter uses the 
power of a presentation or speech to convince the audience of something, 
he/she believes will improve a system or solve a problem. 

 

The Pitch presentation structure is like a climb uphill that takes you over a 
hurdle and on to a positive resolution. The storytelling technique in the 
Pitch is used to show how the presenter’s idea can really improve a situation.  

By using a real and relatable story, the pitch makes more sense and feels 
more important. 

1. The Wind Up is a quick summary of what’s going on right now to 
presents the facts in a way that is easy to grasp and relatable to the 
audience. 

2. The Hurdle presents the problem that needs to be solved. Relay the 
problem with a story so that the emphasis is doubled. 

3. The Vision presents a glimpse into the main idea on how the problem 
can be solved. 

4. The Options is the moment when two different options are laid out as 
possibilities to solve the initial problem. The idea is to give an average 
option first, followed by a great option second. If there have already been 
tests and experiments to prove these facts, then these comprise the story. 

5. The Close is the point where the ideal option is presented as the best and 
only option. 

6. The Fine Print tells the audience exactly how the problem will be 
solved, the steps that need to be taken and the tasks to be resolved. 

7. The Hook is the uplifting conclusion to the presentation which relays an 
added bonus to the solution of the problem. 
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Use the Pitch presentation structure when you want to convince someone that 
your idea is the best for their problem.  

This structure also works when a new startup is looking for new funding or 
sponsorship opportunities. 

The Drama 

There is a well-known structure in literature called “The Hero’s Journey” 
which follows the plight of a main character from the beginning of a story to 
the end and leaves the reader feeling like they've learned a lesson they will 
never forget. 

This type of presentation structure, the Drama, has a strong storytelling 
aspect.  

This is often used to tell the story of an influential company from founding 
days, through trials and tribulations, and then finishes with an inspiring show 
of success. 

Another perfect presentation for the Drama structure is an inspiring personal 
story. 

 

These are the steps of a Drama style presentation structure: 

1. One Fine Day. The introduction sets the stage with a situation where 
things are not perfect but just average. Imagine as if it were the first page 
of a book, where the setting is laid out and the audience gets an idea of a 
time and place. 

2. The Challenge. Suddenly a problem appears that can’t be ignored. The 
things that need to be solved are presented as a challenge. 

3. Descending Crisis. At this point, the problem is attacked head on but 
things get worse until it hits rock bottom. 
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4. Rock Bottom. When all seems lost and everything is at its worst, the 
story arrives at a standstill. As an added bonus, the presenter can pause 
for effect. 

5. The Discovery. This is the moment when a glimmer of light shows up 
and there is a discovery, a new way of resolving the problem. 

6. The Rise. By discovering new abilities, the problem can be tackled in a 
positive way. 

7. The Return. Not only are the problem and challenge resolved, the 
character and the audience break through and reach an unexpected 
happiness threshold, opening the world to a whole new range of 
possibilities. 

8. The Lesson. The conclusion is reached with an unforgettable lesson and 
resolution. The audience will feel inspired, informed and entertained. 

Situation - Complication - Resolution 

Most presentations in the realm of Business to Business (B2B) sales, the 
business consultancy follow the Situation - Complication – Resolution 
structure. It is a three-element storyline linked by the words but and 
therefore. 

 

The starting point is the Situation, where current conditions are shown in an 
unbiased and transparent way. The situation connects to the next step through 
the word but. 

A simple example: Our home decor company is selling pretty well this 
month, but… 

This is when the Complication is presented. 

In the above example, it could look something like this: 

Our home decor company is selling pretty well this month, but … we have 
been spending too much on international shipping. 
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When presenting the Complication, use facts to prove it. Present it as the 
challenge that needs to be overcome. The Complication is a low point, but 
from a low point we can only go up. 

The final destination is the Resolution, which is connected to the 
Complication with the word, therefore. 

Our home decor company is selling pretty well this month, but we have 
been spending too much on international shipping. Therefore, we need to 
start using a new company that has a better price range and great service. 

Back up all of your information with real facts and proof. 

Situation - Opportunity - Resolution 

A similar structure to the one above, the Situation-Opportunity-Resolution 
replaces Complication with Opportunity. 

This three-part structure is also joined by the words but and therefore. 

The difference is that instead of the movement going down and then up, it 
goes slightly up and then levels out. 

 

This structure is perfect when you need to show that something is not that 
hard to fix; that the problem might not be so big after all and that the solution 
is easy to grasp. 

A presentation that follows this structure could turn out to be quite short, if 
only the facts are presented, but that would leave the audience feeling like “is 
that it?”  

Adding an interesting story to help the audience relate makes the overall 
presentation more effective. 

Hook, Meat and Payoff 

This presentation structure, like the Drama, is deeply founded in the art of 
storytelling. While the Hero’s Journey is more of a literary technique, Hook, 
Meat and Payoff is more like a spoken-word progression. 
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The idea is that with the Hook, the presenter gives the audience a sense of 
place and time, plus a situation that will put them at the edge of their seats, 
wanting more.  

The Meat is the middle section and usually the longest part of the 
presentation where the story progresses and all the information is relayed in 
an interesting and inviting way. The Payoff is the inspiring conclusion that 
circles back to the beginning and leaves the audience feeling inspired. 

It's like when you come out of the movie theater: You feel better about 
yourself and the world around you; as if you've learned something important 
that will make your life a little better. 

Preparation 

• Research your topic  

• Format the slides 

• speak on what you know                  

• Notes- outline main points 

• note cards vs. full sized paper 

Practice 

• Practice makes perfect 

• Revision 

• Get the timing right 

• Practice in front of people 

• In the venue 

• Fix things that don’t work 

• Gets you used to being in front of an audience. 
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Presence (Giving the Presentation) 

Only a small proportion comes from what you say 

• Posture. 
• Tone of voice. 
• Don’t rush! 
• Nervousness – fright is common 
• Body language 
o voice tone 
o gestures 
o eye contact 
o positive attitude 
• Clothing: comfortable, appropriate 
• Maintain eye contact 
• Use notes if you need them 
• Think about when to use handouts    
Advantages of using a PowerPoint 
 Portable 
 Professional 
 Can add graphics 
 Clear  
 Can use for hand-outs 
Disadvantages of using a PowerPoint 
 Depends on technology 
 Lack of audience contact 
 Can’t add to it 
 Overcrowded 
Don’t-s 
• Read directly from notes 
• Read directly from screen 
• Turn back on audience 
• Slouch, hands in pockets 
• No um, ah, you know-s 
• No nervous gestures 
• Talk too fast  
• Talk too quietly 
Do-s 
• Eye contact 
• Can glance at notes 
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• Appropriate gestures 
• Rhetorical questions to involve audience 
Ten Successful Tips to Control the “Butterflies” 
• Know the room: Become familiar with the place of presentation. 
• Know the audience: Greet or chat with the audience beforehand. It’s 

easier to speak to friends than to strangers. 
• Know your material: Increased nervousness is due to un-preparedness. 
• Relaxation: Relax entire body by stretching and breathing so as to ease 

the tension. 
• Visualize giving your speech: Visualize yourself giving your speech 

from start to finish. By visualizing yourself successful, you will be 
successful. 

• People want you to succeed: the audience is there to see you succeed not 
to fail. 

• Don’t apologize: By mentioning your nervousness or apologizing, you’ll 
only be calling the audience’s attention to mistakes. 

• Concentrate on your message and not the medium. Focus on the message 
you are trying to convey and not on your anxieties. 

• Turn nervousness into positive energy; transform it into vitality and 
enthusiasm. 

• Gain experience: experience builds confidence, which is key to effective 
public speaking. 

Possible fears and how to deal with them: 
• Forgetting what to say: prepare and use notes or cue cards.  If you do 

forget, take a deep breath, and don’t panic, as you’ll forget even more! 
• Disruptions, people shouting out or being rude during your presentation: 

You control the presentation.  If people are being noisy, disruptive, or 
rude, you have the right to ask them to leave. If you’re unwilling to do 
this yourself, contact venue security if they are present. 

• Getting lost: Allow plenty of time to get to the venue, take a contact 
number to call if you get lost, plan out the route beforehand, take a taxi if 
needed. 

• Questions: not knowing the answer to questions, people asking questions 
to trip you up: Prepare for common questions beforehand, if you can’t 
answer straight away, take their details and get back to them. 

• Speaking in front of people: practice in front of a small audience first.  
Look at just above the heads of the audience. Sometimes you will be 
nervous: accept it and carry on. 

• Breathe deeply 
• Take your time 
• Test the microphone 
• Smile! 
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PowerPoint tips 
• Look at the audience, not the slides 
• Don’t overcrowd 
• Pay attention to colour and layout 
• Print out slides  
• Test beforehand 
Dealing with Questions 
 Questions show people are listening! 
 Allow time to deal with them 
 Decide when to answer them 
 Try and anticipate 
 Don’t be afraid to stop and think 
What if I don’t know the answer? 
 Open it to the floor 
 Take details and answer later 
 Repeat the question back if you don’t understand it 
 
To sum up 
 Preparation is key!  
 Practice! 
 Watch out for tone and body language 
 Your flipchart/PowerPoint is a complement only, don’t let it take over! 
 Questions are good, but prepare for them. 
 Fears can be tempered with good preparation 

Practice takes you from this… 

 

 

 

 

 

 

 

 

 

 

 











 

 

Speaking Activities-2: 
Participating in 

Discussions, Meetings, 
Presentations

115 

You must practice for Public Speaking that would help you to overcome 
stage fright. To do so you need preparation, practice and finally presence of 
mind. 

4.6 SUGGESTED READINGS 

If you would like to learn more about the finer aspects of discussions, 
meetings and presentations, you may consult: 

Brian Tracy, Speak to Win: How to present with power in any situation (New 
York: American Management Association, 2008) 

Dick Massimilian, How to Lead an Effective Meeting (and get the results you 
want) (Dallas: Richard D Massimilian, 2016) 

Priyadarshi Patnaik, Group Discussion and Interview Skills Second Edition 
(Cambridge University Press India, 2011) 

4.7 ANSWERS  

Check Your Progress 1 

1) A clear list of items to be discussed 

2) The employee is less likely to follow-up on tasks. 

3) It helps to regulate the duration of the meeting. 

4) adjourn 

5) comment 

6) consensus 

7) a proxy vote 

8) wrap up 

9) closing remarks 

10) commence 

11) punctual 

12) AGM 

13) a motion 

Check Your Progress 2 

1.d, 2.b, 3.c, 4.a, 5.a, 6.c, 7.a, 8.a, 9.a, 10.a, 11.b, 12.a, 13.a, 14.b 
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