COMMUNICATION STRATEGY WORKSHEET AND OUTLINES FOR PERSUASIVE PRESENTATION
Planning messages and presentations build on the AIM Planning Process for Business Messages.
See Cardon, Chapter 5, pp. 140 – 144.  More details on planning presentations are in Chapter 14, pp. 446-465.
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	Please type your responses in this column. 
It will lengthen as needed. Proofread your responses carefully.   


	Issue – What issue are you addressing? (Put the TOPIC, adapting the language so that the company name is specified.)
	
     


	Outcome – What do you want to happen after the audience receives your message? 
	
     


	[bookmark: _Hlk57017201]Persuasive strategy requires thorough audience analysis. 
The BCOM 3950 Library Research  page shows you HOW TO FIND THE ANSWER to these questions.
BCOM Research Link

	

	Company Analysis 
Name the company
	
[bookmark: Text2]     

	When was the company founded?
	     

	What is the industry code assigned by NAICS? You can plug this code into search engines and find out A LOT about an industry.  
	
     


	Is it public, and if so, what is the stock symbol and on what market(s) is it traded? Is it private? What type of private company?
	
     


	What products and services does it offer?
	
     


	Describe the company’s target customer or client group(s).
	
     


	Annual revenue (most recent full fiscal year; if the firm is private, check Reference USA in the database and industry analysis reports).
	
     


	Describe the company’s competitive threats.
	
     


	Describe the company’s growth opportunities.

	
     


	Audience – now focus on the person or people who will receive your message
List the name(s) of the person or people who will receive your message. List their title.
If you can’t find the names, list the role(s) the people have in the company.

	

	How well does your audience already understand this issue? 

	
     


	Identify the audience’s values and beliefs related to the issue you are addressing.

	
     


	What resistances or objections will the audience have to your position? 
How will you overcome or reduce these concerns?

	
     


	How credible are you to the audience? How will you build your credibility?

	
     

	Message Framing
State your message in one complete sentence (use no more than 20 words).

	
[bookmark: Text6]      

	BENEFITS
List at least three benefits that your audience will receive if you achieve your specific purpose. The answer must illustrate what the audience will gain from your message.

	
     


	Information Gathering
What details do you need to include? What facts and other evidence do you need? What examples, expert opinions, and/or stories do you need? 
	 
     

	What visual appeal (photos, diagrams, charts) do you need to engage the audience and communicate your message?

	
     




Once you have completed this form, you are REQUIRED to outline the message. Keep it brief. Under each key point, list the evidence and information you will use to support the point. Do it before you start writing.

Template outlines are provided for written and oral messages.








OUTLINE  FOR AN ORAL MESSAGE

Do NOT write a script. Your message will have ONE main idea SUPPORTED BY three to four key points. Use just enough words to express the idea. Do not use complete sentences. 
Do NOT include the instructions on your outline.  This outline should be stripped of all unnecessary content so that it will be useful during your rehearsals.

Follow this structure:

[bookmark: _Hlk502660456]
I. Introduction
Capture the audience’s attention with a vivid example, dramatic demonstration, testimonial, relevant quotation, intriguing statistic, unexpected audience interaction, or challenge. Introduce the issue, give the audience a reason to listen, and preview what you will cover in the body.

Transition to the 1st point.


II. Body 
a. [bookmark: _Hlk502661117]*Problem/Need for a change (a concise and catchy statement or phrase that conveys the idea of this section)
i. detail
ii. detail

Transition to your 2nd point. (look backward/look forward)

b. *Recommended solution (a concise and catchy statement or phrase that conveys the idea of this section)
i. details
ii. details

Transition to your 3rd point. (look backward/look forward)

c. *Benefits of solution (a concise and catchy statement or phrase that conveys the idea of this section)
i. details
ii. details

Transition to the conclusion

*Each point must be supported with credible and proper examples and evidence. Cite at least three sources out loud.

III. Conclusion
Restate the three main points, briefly!
Reinforce your key message and overarching benefit.
Call to action (what you want the audience to do). 
Do this is a compelling, memorable way.

















*Note, the problem/solution benefit model works well in persuasive strategy especially when the audience will be resistant or disinterested in a change. Read a more thorough outline on the Problem/Solution/Benefit model, posted on the iCollege Presentation Resources page.
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