
Class Project Presentation Roles Assignment 

Date: [Insert Date] 

Dear Team Members, 

As we prepare for our upcoming class project presentation, we have outlined the roles and 

responsibilities for each member to ensure a smooth and successful presentation. Please find 

below the roles assigned: 

• [Name 1] - Project Lead: Responsible for overall project coordination and final 

presentation review. 

• [Name 2] - Research Coordinator: In charge of gathering and compiling data for the 

project. 

• [Name 3] - Presentation Designer: Tasked with creating PowerPoint slides and visual 

aids. 

• [Name 4] - Main Presenter: Will present key findings and lead the audience through the 

presentation. 

• [Name 5] - Q&A Moderator: Will manage audience questions and facilitate discussion 

post-presentation. 

Let's ensure we communicate effectively and collaborate closely to make our presentation a 

success. Feel free to reach out if you have any questions or suggestions regarding your assigned 

roles. 

Best regards, 

[Your Name] 

[Your Class Information] 


