H. John Heinz III School of Public Policy and Management

Exemption Process for Strategic Presentation Skills 90:718
Dr. Kim J. Hyatt
Hamburg Hall 3037
hyatt@cmu.edu

IMPORTANT: If you plan to apply for an exemption, DO NOT register for 90-718 during Mini I.
1.

What is Strategic Presentation Skills 90-718?

Strategic Presentation Skills 90-718 is a seven-week practicum during which participants integrate visual design,
writing, and speaking skills to develop briefings that can be used outside the classroom. Based on their experience and
professional goals, participants select their own briefing objectives and prospective audiences. The purpose of the
briefing is to convince a designated audience to support the speaker’s “ask.”
2.

How are exemptions from SPS 90-718 determined?

Exemptions from Strategic Presentation Skills are determined by the quality of work. It encompasses strategic
thinking and advocacy skills, not just on speaking experience. Students who wish to be considered for exemption will
submit a 5-10 minute video, a copy of their visuals, and an audience analysis. Examples are attached to this memo.
Students who score A- or better on the work will be exempted.
3.

Why can’t I apply for exemption later in the fall or in the spring?

Each section of Strategic Presentation Skills is limited to ten students. Twelve sections are offered during the
academic year (6 in the fall and 6 in the spring). In order to manage resources, we determine early in the fall how
many instructors are needed to cover these sections and/or if we need to add or delete sections based on exemptions.
Therefore, we cannot allow students to apply for exemption at later dates.
4. Where and when do I submit my material?
Submit a video link (from You Tube, etc.) and attach two files (visuals and audience analysis). Send all of this
material in one email to Professor Kim J. Hyatt at hyatt@cmu.edu by 9 A.M. on Monday, August 19th.
5.

How should I prepare my material?

The content of exemption briefings should relate to some aspect of your chosen field of study, e.g. environment,
management, finance, technology, economics, statistics, arts management, or the entertainment industry.
6.

What delivery style is used?

The presentation style is extemporaneous. Speakers prepare and practice, but do not use a script when recording.
7.

Who should apply for exemption?





Students who have completed courses similar to Strategic Presentation Skills with a grade of A- or better.
Students with professional communications training provided in areas such as law or consulting.
Students without formal training who have had significant experience in making presentations that integrate use of
visuals with writing and speaking.
Note: Even if you’ve taken a similar course, you must complete the exemption process outlined in this document.

AUDIENCE ANALYSIS
Use this analysis to anticipate the information you’ll need to provide and the resistances you’re likely to encounter
from intended listeners.

1.

What is my objective?
The objective states exactly what you want listeners to fund, support, and/or implement by the time you’re
finished. For the short briefings prepared for this class, select one objective.

2.

Who is my audience?
Answer this question by responding to as many of the following questions:
Who’s listening to me? … A congressional committee? A city council? A school board? Members of a private
foundation? What is the mission of the organization they represent? What previous projects have they supported?
What is their political orientation (if relevant)? What funds are available for the kind of request I’m making?

3. Who is the key decision maker in the audience?
If you don’t have one person as a key decision maker, choose someone of importance who will be in attendance.
What are his/her special interests and biases?
4.

What do listeners know about my proposal?
Is my proposal new to them? Are they familiar with the problem I’m addressing? Have they heard my arguments
before? Are they sympathetic to my concerns? How does my proposal or recommendation satisfy their needs?

5.

Why might listeners resist my proposal?
Do they have different priorities? Do they have concerns about the cost, risks and timing of my proposal? Do
they have false assumptions that need to be changed?

6.

What strategies can I use to accomplish my objective?
a.

Ethos: How can I establish my credibility and trustworthiness?
Have my listeners met me before? What do they know about my training?
Do they trust me?

b.

Logos: What tangible evidence (e.g. documented examples and data) can I use to support my
argument?

c.

Pathos: How can I appeal to the imagination, curiosity, and emotions of my listeners?
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GUIDELINES FOR VISUALS
Please observe the following guidelines when preparing your visuals.

FORMAT
1.

Start with an introductory slide that includes the title of your presentation, your name, and the date of the
presentation.

2.

Include a “hook” slide before your table of contents. This slide could show a picture or a chart or a graph with
data.

3.

Include a table of contents (a “preview slide” or “agenda slide”) for the body of the briefing.

4.

Include 6-8 supporting slides in the body of the presentation.
- Make sure that the material in the body of each slide supports the claim made by the title.
- Use message titles (aka “headlines” or “sentence titles”) for supporting slides, as recommended by RAND
(Research and Development Corporation, Guidelines for Preparing Briefings). Message titles are short
sentences that state the “takeaway lesson” of the slide.
e.g. “Why We Must Increase Funding for Educational Reform”

5.

End with a summary slide.

CHARTS, GRAPHS & PICTURES
1.

Show how variables are related. Use tables, timelines, graphs, flowcharts, etc. to display these relationships.

2.

Reduce clutter. Do not add four pictures and a graph on one slide.

WRITING
1.

Use parallel construction whenever possible.

2.

Proofread work for grammatical, spelling, and punctuation errors.

3.

Do not use too many words on a slide.

4.

Convert bulleted text to diagrams and charts whenever possible.

5.

Cite sources for all data and direct quotes. This can be added as a final slide.
e.g. Lynn Russell and Mary Munter. 2011. Guide to Presentations, 3rd Ed. Upper Saddle River, NJ: Prentice Hall.
e.g. Source: Joe Smith. Date (Month/Day/Year). Lecture notes from Strategic Presentation Skills.
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FONT
1.

Use readable fonts (color and size). Do not use dark fonts on dark backgrounds or light fonts on light
backgrounds.

2.

Design visuals that can be seen from the back of the room. Use heavy line weights (not the default) for graphs.
 Arial 28-36 point for titles
 Arial 20-24 point for text
 Arial 16 point for labels

3.

Except for poetry, text should be left-adjusted in message titles and text blocks.

3.

Translate acronyms. For example, write out a reference to the International Monetary Fund (IMF) in full before
using IMF, the acronym.

BACKGROUND
1.

Use a simple background. It should not distract from the written content or the verbal message.

2.

Avoid unnecessary lines, colors, clip art, or animation otherwise known as “fruitcake,” “junk art,”
“letterjunk,” and “colorjunk.”
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90-718: Strategic Presentation Skills Exemption Review
Speaker _________________________________________________ Date ______________________________
Title of Presentation___________________________________________________________________________
Please review the following attributes. Check one of the following for each attribute: (Y) yes, fully satisfies
exemption criteria, (P) partially satisfies exemption criteria; (N) no, does not satisfy exemption criteria.
Organization and substance:
□ Y □ N - A short introduction links audience attention with speaker’s proposal
□ Y □ N - A preview statement, supported by a visual, shows listeners what to expect
□ Y □ N - Transitions show how all parts of the briefing fit together
□ Y □ N - Argument is logical, easy to follow
□ Y □ N - Credible evidence supports claims
□ Y □ N - Examples relate to audience interests, needs, and/or values
□ Y □ N - Time is used efficiently; speaker respects time limits, uses time available
□ Y □ N - Summary reminds listeners of how each point of the preview was developed
Visuals:
□ Y □ N - Visuals display key supporting evidence
□ Y □ N - Visuals include sources
□ Y □ N - Sentence titles summarize the “take-away” points of the slides
□ Y □ N - Visuals are well-designed (colors & animation are subtle: “junk art” is avoided)
□ Y □ N - Speaker flags key points verbally and/or with animation and pointer
□ Y □ N - Jargon is minimal; spelling and grammar are accurate
Delivery:
□ Y □ N - Speaker is fluent, articulate, and conversational
□ Y □ N - Posture and gestures convey authority
□ Y □ N - Vocal energy is strong
□ Y □ N - Eye contact is effective; use of written notes is minimal
□ Y □ N - Speaker answers questions clearly, confidently, and respectfully
□ Y □ N - Speaker concludes the briefing with a strong 1-minute call to action
□ Y □ N - The speaker achieves his/her major goal
1. Most successful (what and why):

2. Needs most work (what and how):

___________________________________________________________________________________________
Professor Decision:
Exemption Granted _________
No Exemption Granted (Student must register for the SPS course) _______
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