Short talk checklist
	1. What’s the subject of your talk?
	

	2. What are you trying to achieve?
	

	3. Who is going to listen to the talk?
	

	4. What sort of language is appropriate?
	

	5. Where will you get your information?
	

	6. How will you organise the information?
	

	7. Do you need to use any pictures, charts, diagrams or props?
	

	8. What room and equipment will you need?
	

	9. Do you need to provide handouts?
	

	10. How much time do you have?
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