Creating a production that communicates your message in the most effective way requires planning and testing. 

Planning a production. 

Taking time to plan the content and format is a vital step in the production process. Factors to consider are 

· Purpose of production 

· Intended audience 

· Display medium 

· Material to be shown 

Define the Purpose of the production 

You must clearly define the aim of the production. Is it intended to inform, instruct, persuade or recommend? Each of these requires a different focus and, when considered in relation to the intended audience, will effect the script. 

Determine the intended audience 

Defining the audience helps structure the production and ensures it meets the needs of the greatest number of people. 

The level of expertise of the audience will determine the amount of background information the audience requires, the level of technical detail that can be given, the jargon used etc. 

Other factors are: 

· Reason why they are watching the presentation 

· Attitudes towards the message (enthusiastic, skeptical, interested). 

· Psychological atmosphere. Is the audience positive, bored, impatient? 

· Physical environment. Room size, amount of light, amount of noise. 

Determine the display medium. 

Determine where is the production going to be viewed. Office, Hall, Mall, Auditorium?   

Consider: 

· Size of room 

· Seating arrangements 

· Size and position of screen and equipment 

· Lighting conditions 

These influence audience viewing, possible colours, font size, special effects etc 

Select appropriate material 

Use the material that is appropriate to the needs of the audience, the type and purpose of the production and the time allowed. 

Remember 

· What you leave out is as important as you put in. 

· Material included that is not relevant distracts the audience and lessens the impact and distracts from the message. 

Preview and refine Production 

Try to test your production on the equipment that it will be run on. 

Quite often, the systems that it is intended to be run on will be a lot different to that it is developed on. Image and sound systems, as well as processor speed makes a lot of difference to the final product. 

The comments of the the intended audience should ne noted to allow you to improve the next product that you make. 
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