
Making Powerpoints work 



Planning your Powerpoint presentation 

A.  Articulate main message 
B.  Decide how to arrange points 
C.  Add flourish at start and end 
D.  Tighten internal links 
E.  Create slides with one main point each 



First, remember 10:20:30 

  10 slides 
  20 minutes speaking time, then Q&A 
  30-point font 



A. Articulate main message 

  Watch the 4’34” video 
‘How to pitch anything in 
15 seconds’ by Carmine 
Gallo. 

  Following the video’s 
advice, write your main 
message, and each 
supporting point, on a 
different Post-It note.  

  Consider this handful of 
Post-Its as the draft of 
your PowerPoint, and 
continue to step B.  



B. Decide how to arrange points 

  Topic 
 Question and answer 
  Issue and analysis 
 Problem and solution 
 Feature and benefit 

  Hierarchy 
 Sequence 
  Importance 

  Narrative 



Watch Nancy Duarte, ‘The secret structure of great talks’, on TED 
to understand how to add rhythm and pace to your talk.  



C. Add flourish at the start and end 

  Open with a fact, quote, story, projection, 
retrospective or other line to capture interest: 
  ‘It’s a fact that 40% of learning is now delivered online. 

So how can our organisation adapt?’ 
  ‘They say that imitation is the sincerest form of flattery. 

Well, we’re the most-copied business in… ’ 
  ‘Remember when playtime meant climbing trees?’ 

  Then deliver your message statement. 
  ‘I’m going to explain how A, B and C have driven down 

our profits, and what we can do about it.’ 



D. Tighten internal structure 

  Clear openings, closing and transitions: 
  ‘Today’s talk is about apples, oranges and bananas. 
  ‘The first thing I’d like to discuss is apples. 
  ‘The next thing we’re going to explore is oranges. 
  ‘We’ve seen how apples and oranges can make a big 

difference to health. Now we’re going to explore a 
third important fruit – bananas. 

  ‘That ends my talk on apples, oranges and bananas.’  



E. Create simple slides 


