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IMPLEMENTATION
PLAN

WORKSHEET



1.	 Go back and review notes on your communication and presentation 
	 style, as well as on who you might present to. Who are you and who 
	 is your audience?

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________ 

	 ___________________________________________________ 
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2.	 Define your goals. What are your goals for this presentation? 
	 What skills do you hope to practice/learn/demonstrate?

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________ 

	 ___________________________________________________ 
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3.	 Drafting content. What content will you use from the presentations 
	 you have seen here? What content do you need to write or create?

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________ 

	 ___________________________________________________ 



4.	 Logistical plan. What are the logistics involved in offering this 
	 training? Where will it be held? What time of day? What needs 
	 to happen to get people to attend?

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________ 
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5.	 Defining next steps. Write your next steps on how to take action 
	 on implementing a training.

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________

	 ___________________________________________________ 

	 ___________________________________________________


