Appendix E: Report Presentations

Oral Reports

In the workplace, situations that require reports usually present opportunities for discussing the report findings face to face with the client. The report writers or other company representatives typically make an oral presentation or briefing of the results to the client and other interested parties. This opportunity allows the report writers to answer questions about the investigation, their findings, and their recommendations. It is also becoming more common for reports to be distributed to larger audience groups via the Web or Internet or to be delivered in an electronic medium, such as a CD-ROM.

For this element of the class, your team needs to develop a PowerPoint slide presentation for the report recommendation project and present your findings to the class. 

Your slide presentation should meet the following general requirements. 
General Requirements 

The general requirements of the slide presentation are as follows:

Develop a PowerPoint presentation for a 10- to 15- minute presentation. 

Demonstrate effective design principles for information presented electronically.

Incorporate into the slide presentation visuals from the report and additional graphics as needed. .

Content Requirements
The basic content requirements of the slide presentation are as follows:

Introduction to the Presentation 
· Let your audience know early in the presentation who the presenters are and the purpose of the presentation.

· Design an opening that motivates the audience to listen to the presentation.

Overview of the Presentation 
· Give a brief overview of the presentation before delving into the meat of the report. (Establishes a shared view of the presentation structure.)

Background 

· Provide adequate background or contextual information to help the audience understand the information being presented.
Problem Analysis 
· Provide enough information about the problem so that everyone in the audience shares an understanding of the problem. (Show you understand the client’s problems and issues.) 

Description of Methodology
· Describe how your team investigated the problem and solution. (Demonstrate that your methods were appropriate, credible, thorough.)

Solution Analysis
· Describe the solution(s) you investigated and why. 

· Present your results—the analysis of the feasibility of the solution(s).

Conclusions 

· State your major findings.

Recommendations

· Make your recommendations; if applicable, suggest the next course of action.

Question and Answers

· Offer to answer questions

