[image: S:\Internal Operations\marketing\LOGO & BRAND\Gateway Qualifications Logo\Logos for internal use\page header with line.png]
Level 3 diploma in Business administration
[image: ]
	
Principles of communication and information (Activity 2)	


[image: S:\Internal Operations\marketing\LOGO & BRAND\Gateway Qualifications Logo\Logos for internal use\page header with line.png]		
Unit R/5061940: Principles of Business Communication and Information
Activity 2 – Delivering a Presentation (AC 2.1, 2.2, 2.3, 2.4, 2.5)
The delivery of an effective presentation is important when communicating within business. Complete the activities below related to delivering presentations.

1. In the table below, identify different types of presentation and provide a brief description of the purpose of each. 

	Type of presentation
	Purpose

	
	



	
	



	
	



	
	



	
	














2. In the table below, identify the different resources you may need for a presentation and give a description of how each is used.

	Resource
	How is it used?

	
	


	
	


	
	


	
	


	
	


	
	




3. In the table below, identify the different methods of presentation delivery and provide an explanation of each.

	Method of delivery
	Explanation
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4. In the table below, identify key elements in the delivery of a presentation and give an explanation as to how this relates to best practice.

	Delivery element
	Explanation

	
	



	
	



	
	



	
	





5. How do you collect feedback following a presentation?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

6. How do you use the feedback collected following a presentation?
…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
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