TEMPLATE TIMING AND STYLES WORKSHEET

TEMPLATE TIMING AND STYLES WORKSHEET
TOTALS

	Actual Time Assigned for:
	Introduction
	Body
	Conclusion
	Q,A&D

	
	0
	0
	0
	0

	Total Time Allocated
	0 min
	Actual Time Planned
	0 min


	Theme:
	Insert Theme Here

	Presentation Title:
	Insert Title Here
	Dominant Logic

	
	
	Logic?

	Part


	Introduction
	Allocated Time

(Insert the time allocated for this Part in Minutes – Enter this figure manually)
	 min
	Actual Time

(This shows the calculated total of the time you allocated to make each point)
	 0 min

	Description

(Of Part - Optional)
	
	
	
	
	

	CONTENT/POINTS
	Time

(Minutes)

	
	


	Theme:
	Insert Theme Here

	Presentation Title:
	Insert Title Here
	Dominant Logic

	
	
	Logic?

	Part


	Body Part 1
	Allocated Time

(Insert the time allocated for this Part in Minutes – Enter this figure manually)
	min
	Actual Time

(This shows the calculated total of the time you allocated to make each point)
	 0 min

	Description

(Of Part - Optional)
	
	
	
	
	

	CONTENT/POINTS
	Time

(Minutes)

	
	


	Theme:
	Insert Theme Here

	Presentation Title:
	Insert Title Here
	Dominant Logic

	
	
	Logic?

	Part


	Body Part 2
	Allocated Time

(Insert the time allocated for this Part in Minutes – Enter this figure manually)
	0 min
	Actual Time

(This shows the calculated total of the time you allocated to make each point)
	 0 min

	Description

(Of Part - Optional)
	
	
	
	
	

	CONTENT/POINTS
	Time

(Minutes)

	
	


	Theme:
	Insert Theme Here

	Presentation Title:
	Insert Title Here
	Dominant Logic

	
	
	Logic?

	Part
	Body Part 3
	Allocated Time

(Insert the time allocated for this Part in Minutes – Enter this figure manually)
	0 min
	Actual Time

(This shows the calculated total of the time you allocated to make each point)
	 0 min

	Description

(Of Part - Optional)
	Detail Cons and Pros
	
	
	
	

	CONTENT/POINTS
	Time

(Minutes)

	
	


	Theme:
	Insert Theme Here

	Presentation Title:
	Insert Title Here
	Dominant Logic

	
	
	Logic?

	Part


	Conclusion
	Allocated Time

(Insert the time allocated for this Part in Minutes – Enter this figure manually)
	0 min
	Actual Time

(This shows the calculated total of the time you allocated to make each point)
	 0 min

	Description

(Of Part - Optional)
	
	
	
	
	

	CONTENT/POINTS
	Time

(Minutes)

	
	


	Theme:
	Insert Theme Here

	Presentation Title:
	Insert Title Here
	Dominant Logic

	
	
	Logic?

	Part


	Q,A&D

Question, Answer & Discussion Period
	Allocated Time

(This time is calculated from the Totals Field – Keep this figure in mind when working out leading questions)
	 0 min

	Description

(Of Part - Optional)
	Leading Questions
	
	

	CONTENT/POINTS
	Time

(Minutes)

	
	


USING THE FORM


Each part of the presentation is represented in its own table (e.g. Introduction, Conclusion, Body 1, Body 2, Body 3).


Using the templates provided develop a structure that includes all of the points you need to cover.


Only fill in the cells that have a white background.


Totals Table:   The Totals table at the top of the form automatically totals the Allocated (this is the amount of time you allocate to each part) and the Actual  (this is the total time you have allocated to make each point from within the tables for each part) times


Allocate times to make each point alongside the start of each point.


You can automatically update all calculated fields in this form by pressing ‘Ctrl-A’ and then F9.


Allocate styles to points by changing the font colour.   The recommended standard colour scheme is:   Impact Style = Blue; Directive Style = Black; Supportive Style = Dark Green.
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