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Instructions for filling out  
The Only Presentation Outline You’ll Ever Need 

 

First of all, for perspective: There are many other formats one could use for a presentation. Notice I said 
“need,” not necessarily “want.” This beautifully simple presentation outline takes the complexity out of 
getting into action on your speaking, which is worth more than gold on your mission to connect with new 
audiences and make a difference with your message. So let’s get started! 
 
Some guidelines for filling in the outline framework: 

 Before you write anything on the outline framework, do at least 10 minutes of true brainstorming, 
so that you are pulling from a large pool of information you could cover on your particular topic. 
The first three main points that come to your mind may not be the best three main points for your 
goal of this presentation. The goal is to share a new and exciting solution with your audience upon 
which they can take action right away. 
 

 Let’s define the first term on the outline, Audience Grabber: Think about great speakers you have 
seen. How did they begin their talk? Perhaps it was an exciting or deeply personal story. Maybe it 
was a remarkable statistic. There are different ways to do it, but getting their attention and interest 
from your first sentence is a great approach.  

    

 Moving through your talk doesn’t have to be fancy. It is perfectly okay for your transition to sound 
like, “Now that we’ve talked about [point one], let’s explore [point two].” Yes, ideally you will add 
some spice to this formula over time, but remember always: Clarity over cleverness. 

 

 Vary your support points between data, research findings (always cite sources for your research), 
and stories. Most people need a mix of these types of information to be compelled to action. They 
need to care as well as “get it.” 

 

 Remind them as you close what you want from them. What, precisely, are you wanting them to 
do, think, feel? Say it clearly. Give them tools to make it happen (a sign up form, a brochure, a 
website url on a business card.) 

 

 Close with real impact. Make your close at least as powerful as your opening, possibly even more 
so, depending on your goals. Meaningful stories, rhetorical questions, or shocking statistics are 
some ways to close with impact. 
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The Only Presentation Outline You’ll Ever Need 
Introduction  
 
Attention grabber: (e.g. questions to audience, engaging story, participatory exercise with audience)  
 
______________________________________________________________________________ 
 
Purpose/Goal for speaking ________________________________________________________  
 
______________________________________________________________________________ 
 
Benefit to audience for listening_____________________________________________________ 
 
______________________________________________________________________________ 
 
Credibility – who are you and why should I listen to you? _________________________________ 
 
______________________________________________________________________________ 
 
Orientation of Content: (situational – backstory, foundation upon which this new idea/presentation is 
built)__________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Thesis: ________________________________________________________________________ 
 
Preview of main points/messages 

1. ______________________________________________________________________ 

2. ______________________________________________________________________ 

3. ______________________________________________________________________ 
 
Transition:______________________________________________________________________ 
 
______________________________________________________________________________ 
 

Body of Your Presentation (Use the “Magic Mix of Content”: mix of story, research/data, audience 
engagement in each point)  
 

Main point/Message 1. ____________________________________________________________ 
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_______________________________________________________________________________ 

    Support a (story, example, statistic)_________________________________________________ 

_______________________________________________________________________________ 

    Support b (story, example, statistic)_________________________________________________ 

_______________________________________________________________________________ 

Transition ______________________________________________________________________ 

______________________________________________________________________________ 

Main point/Message 2. ____________________________________________________________ 

    Support a (story, example, statistic)_________________________________________________ 

_______________________________________________________________________________ 

    Support b (story, example, statistic)_________________________________________________ 

_______________________________________________________________________________ 

Transition ______________________________________________________________________ 

______________________________________________________________________________ 

Main point/Message 3. ____________________________________________________________ 

    Support a (story, example, statistic)________________________________________________ 

_______________________________________________________________________________ 

    Support b (story, example, statistic)_________________________________________________ 

_______________________________________________________________________________ 

Transition ______________________________________________________________________  

______________________________________________________________________________ 

Conclusion (summarize purpose and main points)_______________________________________ 

Impactful close (statement, rhetorical question, quote, request, Call to Action) 

_______________________________________________________________________________ 
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We hope you use this outline over and over, and enjoy the experience of sharing your message, your story, 

or your expertise. Or all three! We’d love to help you on this path – you can always reach us at 

team@michellebarryfranco.com, and be sure to look for more free resources at 

www.michellebarryfranco.com. And you can join the conversation on Facebook in our Rooftop Message 

Collective.   

 

My Best to You, 

Michelle 
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