
Business Leadership: First and Last Name: ____________________________________ 

Business Presentation:  3 parts 

Learning Goal:  “I can deliver an informative and engaging 5 minute presentation to my peers.” 
 

A presentation is the process of presenting a topic to an audience.  

It is typically a demonstration, lecture, or speech meant to inform, persuade, or build good will.   Source:  Wikipedia. 
 

There are three (3) parts to this assignment.  The goal is to help you move towards becoming a more professional presenter!  Some 

students feel comfortable presenting.  This assignment will help you improve your skills even further.  Other students dislike presenting.  

This process will help you improve your skills to the point you are comfortable with the task! 
 

 Task Progress 

A Read a provided speech 
1 Review the ‘canned’ speech provided by Mr. Morris.  Practice it ten (10) times.   

Observe how smooth your sentences are becoming.   
 

2 Look at your script.  Pick three (3) words you are going to emphasize.    

3 Get Mr. Morris to initial the box to the right to show approval of your chosen 3 words.                             
 
 

4 Next, practice out loud 10 times.  Overemphasize the 3 words you have chosen.  You might pull back later, 
but during rehearsal, you should really ‘punch’ the 3 words.   
Notice how smooth your speech is becoming! 

 

5 Step up to the lectern and read the speech.  Obtain feedback.   

B Inspirational Business Quote [IBQ] Presentation: 1-2 min 
1 Write a script for a one (1) to two (2) minute speech that: 

1) Begins with an IBQ. 
2) Identifies the original creator of the quote. 
3) Fills the minute with important and related statements including 1 link to our course.  

Sample quote:  Never interrupt your enemy when he is making a mistake. Napoleon Bonaparte. 

Practice what you have written to test for script length.  Record your time estimate. 

 

2 Have a peer edit of your speech. Have them initial at right.                                                                            

3 Consider the edits recommended by your peer.  

4 Rehearse  speech.  Record average timing over 3 tests. 
Decide and underline the words you will emphasize.  
Edit further so that you meet the plus/minus 15 seconds flex allowed. 

 

5 Perform speech to partner and use feedback to improve. 

Get reaction to pace.                                                                                    

 

6 Present your polished speech to the class.  
Use the supplied rubric.  

 

7 Review class feedback.  

C Business Presentation: 5-7 min 
1 Create a multi-slide PowerPoint or Google presentation.  You might choose the shell provided at:  

mattdjmorris.weebly.com or you might just create your own presentation from scratch.   

Include a script.  Review the marking rubric which is filled with ideas to improve your presentation.  See next page. 

Maximum time length:  5-7 minutes. Your ‘first cut’ presentation may not be even close to the 5-7 minutes range!  Edit, 
edit, edit!  The ‘plus/minus’ flex on this presentation will be 30 seconds. Get your creative topic approved.  Yes, you can 
get creative on topic choice, but you MUST LINK IT TO THE COURSE.   

 

3 Have a peer sign off that they have reviewed your script and presentation. Peer student 
First and last name:                                                            Peer signature: 

 

4 Review the script and presentation of a peer and sign off.   

5 Edit your presentation.  

6 Rehearse your presentation.  Record the average timing over 3 tests.  

7 Sleep on it.  The next time you look at your presentation it is guaranteed that you will find something that needs a bit of polish.  

8 Decide on the final timing of your presentation and advise Mr. Morris.  Your plus/minus relates to 
your target 

 

9 Present your presentation to the class for evaluation. Include a ‘self mark’ of the rubric.   

http://en.wikipedia.org/wiki/Lecture


 

Business Leadership: Name: _____________________________ 

Business Presentation Essential assessment:              Overall mark out of 100 = 

Technical: [All requirements written as Level 4] 4 3 2 1 

Completely free of spelling errors.      
Capitalization and use of periods consistently applied.     
Absence of ‘one space’ after bullet points.  This is a common error.  Does it line up?      
Font size large enough to read from the back of the room. Guideline: no font smaller than size 36?     
Clicks of the mouse or laser clicker matched the script.  Clicker (if used) aimed at computer not screen.     
Good colour contrast.  Examples: Black/white good.  Red/blue bad.     
Adhered to the 3-7 points per slide, 5-8 words per point guideline.   
Yes, this is a guideline.  No paragraphs! 

    

Three blank slides at the end of the presentation. The audience should never see the PowerPoint screen.     
Zero orphan words where one word of a point bumps onto a new 
line.                                                                         (The previous sentence WAS an example of this error). 

    

Presentation included appropriate graphics and pictures to enhance understanding and add engagement.       
All images borrowed from the internet included URL credit.     

Preparation: 4 3 2 1 

Began in a timely fashion. Meaningful agenda.     

Key measure: met the 5-7 minute length goal +- 30 seconds.  Actual time:    min        sec 
    

Voice: 4 3 2 1 

Opening sentence outstanding.  The first sound heard was a word.       
Rarely if ever stumbled during the presentation (“um”, “ok”, “ya”, Blah, blah, blah or other stumble).     
Little or no reading shows strong evidence of rehearsal.       
Excellent pacing.  Words spoken per minute was appropriate.     
Went ‘off script’ as appropriate given audience reaction.      
Handled audience questions during presentation immediately.     
Clear and confident voice with appropriate volume and emotion.       
Solid eye contact.     

Impact: 4 3 2 1 

Key measure:  
Differentiated. A unique moment that made the audience take notice:  
Examples:  “Cool!”, “I should have thought of that”. 

    

Key measure: 
Made one or more meaningful links to our course that added credibility to the presentation. 

    

Acted professionally and took the project seriously.     
Posture/body language supported presentation.     

Wrapup: 4 3 2 1 

During questions, they were able to bring up the relevant slide.     
Powerful closing statement.  Something other than ‘thanks for your time’.     
During post presentation questions the presenter showed. 
 1. Respect for the questioner and created an atmosphere that encouraged questions. 
 2. Rephrased the question if necessary and ensured understanding. 
 3. Was up front when an answer was not prepared or required more research to answer.   

    

Administration:  4 3 2 1 

All ‘disasters’ managed.     
Print of overheads [3 per page] at least 24 hours prior to the start of the presentation.  Not email; print.     
Printed script “Good morning Ladies and Gentlemen….” included in print to Teacher at least 24 hours prior to the presentation.     

 

 Comments on back:  


