
Organizing Ideas

When preparing a presentation, the first step is to explore the topic: What do I want the audience to know? How
much do I already know? What additional information do I need to research? Two related strategies for exploring a
topic are listing and clustering. They can help you see possible elements of a topic that you could include in your
presentation. Then you can choose from these elements to create an outline for your presentation. 

Listing: In listing, you brainstorm and list ideas you might want to use. For example:

My hometown

• first; next; then • finally; eventually • during; while

• location • trivia • history

• population • things to do • why it’s attractive

• castle • famous residents • entertainment: theatre, restaurants, sports

Clustering: In clustering, you write ideas and provide supporting information. This helps you see the relationships
between ideas. For example:

Creating an outline: After you’ve narrowed down the possible ideas 
for your presentation, you can sequence and group them under headings 
and sub-headings. These will be the main points of your presentation. 

Typically, a presentation has an introduction, body, and conclusion. 
The sample outline to the right illustrates how a presentation was 
organized based on the brainstormed cluster above.

1 Choose a topic for your presentation and brainstorm possible ideas to include. Record the ideas 
as a list or a cluster. For each possible idea, list supporting details. Exchange with a classmate 
for peer feedback.

Possible topics: your last job, your country of origin, healthy lifestyle
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1. Introduction 

2. Body: 

a. Background information
b. History and landmarks
c. Things to do

3. Conclusion

Background info: 
location, population

My hometown

City hall, 
monuments, castle

History and
landmarks

Famous people

Things to do

Theatres,
restaurants

Sports



Organizing Ideas (Cont.)

2 Read the example of brainstormed ideas for a presentation on coping with stress. Select some of the
ideas you would include in a presentation and organize them into an outline, using the model below. 

Coping with Stress

• Reactions to stress: feeling depressed, being very active, biting nails, anxiety, eating too much, insomnia

• Causes of stress: family situation, work, money, moving, looking for a job, problems with children

• Dealing with stress: exercise, talk to friends or someone close, evaluate situation and solve the problem,
do something that keeps you busy e.g., gardening, hobby, sports, yoga

Presentation outline

1. Introduction: 2. Body: 3. Conclusion:
a. Greeting, attention grabber a. Main point and supporting ideas a. Restating main points
b. Overview of presentation b. Main point and supporting ideas b. Closing

c. Main point and supporting ideas

3 Audio 5.5: Listen to the presentation about ways to develop vocabulary. As you listen, complete the
outline of the presentation below. 

Outline: Learning new vocabulary

1. Introduction: greeting, introduce myself, present the topic

2. Body:

a. Reading a lot to learn new words

b. While reading, 

c. Strategies to remember new words

i. Write them down (word journal, thematic lists)

ii. Learn word families 

iii. Learn 

d.

3. Conclusion: recap main points, invite discussion, thank audience

4 Listen to the presentation again. Take notes on key details for each item in the outline. Using the
outline and your notes, retell the key details of the presentation.

5 Using the brainstormed ideas you listed in Activity 1, develop an outline for a three- to five-minute
presentation. Use point form; provide supporting details for each point. Present your outline to the
class for peer feedback. 

The body is the main part of the presentation. The introduction
and conclusion are based on the body of the presentation. 
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