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Lƴ ǘƻŘŀȅΩǎ ŎƻǊǇƻǊŀǘŜ ǿƻǊƭŘ ǿŜ ƛƴŎǊŜŀǎƛƴƎƭȅ ǳǎŜ ǇǊŜǎŜƴǘŀǘƛƻƴǎ ŀǎ ƳŜŀƴǎ ƻŦ 
communication.
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Even if PowerPoint for Windows has been around since 1990 we still create boring 
bad presentations filled with meaningless bullet-points.
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LƴǎǘŜŀŘ ƻŦΧ simple, legible& engaging presentations which ouraudiences can 
understand and enjoy.
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{ƛƴŎŜ LΩǾŜ ōŜŎŀƳŜ ŀ ǇǊƻƧŜŎǘ ƳŀƴŀƎŜǊ ŀƭƳƻǎǘ ǘǿƻ ȅŜŀǊǎago, I have often asked myself 
& others: 
άIƻǿ Řƻ ǿŜ ƳŀƪŜ ǘƘƻǎŜ ǎƛƳǇƭŜΣ ƭŜƎƛōƭŜ ϧ ŜƴƎŀƎƛƴƎ ǇǊŜǎŜƴǘŀǘƛƻƴǎΚέ
After reading several books & blogs on this topic, viewing great presentations and 
ŜȄǇŜǊƛƳŜƴǘƛƴƎ ǿƛǘƘ Ƴȅ ƻǿƴΣ LΩǾŜ ŎƻƳŜ ǳǇ ǿƛǘƘ ŀ ŎƻƴŎŜǇǘ ǘƘŀǘ ǿƻǊƪǎ ŦƻǊ ƳŜ ŀƴŘ 
might help you out as well.
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Thinkof a presentation as a project and of presentation stages as project stages
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LΩƳ ǎǳǊŜ ȅƻǳ ŀƭƭ ƪƴƻǿthe fivestages of each project:
Scoping
Planning
Execution
Monitoring & Controlling
Closing
¢ƘŜȅ ǘǊŀƴǎƭŀǘŜ ǘƻΧ
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The five stages of each presentation:
Think 
Story
Design 
Optimize
Present
[ŜǘΩǎ ǎŜŜ ƛƴǘƻ ƳƻǊŜ ŘŜǘŀƛƭǎ ǿƘŀǘ L ƳŜŀƴ ōȅ ǘƘƛǎΦ
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Scoping is to think about what you wantto achieve, which are your goals, your scope 
of work, your restrictions, etc.
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As all project managers do when initiatinga project, you first start with your goal. 
Take thetime and think about it!
What is the point you want to make? Why does it matter? If the audience could 
remember only one thing, what do you want it to be and why is it important? 
Answering these questions will help you get closer to the audience and explain the 
reasons why they should listen and care about what you are about to say. 
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Next,think about your audience. You can consider the audience as your project 
board. You must be convincing in front of your board, you must keep the board 
satisfied about your project, keep them involved, etc. They are the ones who can shut 
down your project. 

To be convincing in front of your audience, ask questions such as:
²Ƙƻ ŀǊŜ ǘƘŜ ǇŜƻǇƭŜ ǘƘŀǘ ǿƛƭƭ ƭƛǎǘŜƴ ǘƻ ȅƻǳΚ ²ƘŀǘΩǎ ǘƘŜƛǊ ōŀŎƪƎǊƻǳƴŘΚ ²Ƙŀǘ Řƻ ǘƘŜȅ 
expect of you? What do you want them to do?
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Another very important thing to think about is the restrictionsyou have. Any project 
manager thinks about the factors that could restrict or influence in any way his or her 
project. 

²Ƙȅ ǎƘƻǳƭŘƴΩǘ ȅƻǳ Řƻ ǘƘŜ ǎŀƳŜ ǿƘŜƴ ŎǊŜŀǘƛƴƎ ŀ ǇǊŜǎŜƴǘŀǘƛƻƴΚ !ǎƪ ȅƻǳǊǎŜƭŦ ǘƘƛƴƎǎ 
such as:
How much time do I have? What are the available tools? Do I need to use any specific 
templates?
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Once you have done all this, think again about your goal and make sureit is crystal 
clear for you.
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Torecap: Scoping is to think about what you are going to do next. Think about: your 
goal, the audience, your restrictions.
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Nowit is time to do the planning or, in other words, creating the story of your 
presentation. 
Your project plan tells the story of your project. Right?
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First, start with beingalone. Make sure that, at least for a while, you are far away 
from distractions. It will help you concentrate and remain focused on your 
presentation.
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5ƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ Dƻ !ƴŀƭƻƎand write your plan/story on a piece of paper, 
whiteboard, post it, etc.
Depending on the person, staying in front of your computer might not help you 
remain focused. You can always get interrupted by yet another chat message or e-
mail. Your phone might start ringing again. Taking the time to be alone and write your 
thoughts on a piece of paper will always help.
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Think about your projects: you always sketch the high-level stages your project will go 
through. The same must be done with the script of your story.

Startwith sketching the introduction then go to the main action of your story and 
ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ǘƘƛƴƪ ŀ ōƛǘ ŀōƻǳǘ Ƙƻǿ ȅƻǳ ǿŀƴǘ ǘƻ ŎƭƻǎŜΦ

18



Now that you have a roughsketch ready, you can detail each stage of your story.  
{ǘŀǊǘ ǿǊƛǘƛƴƎ  ŀƴŘ ǊŜƳŜƳōŜǊ ŀ ǘƘŜǎŜ ǎƛƳǇƭŜ ŎƻƴŎŜǇǘǎΧ
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Good storiesare simple. Make sure your point is obvious to your audience. Make the 
effort to simplify and strip down your message to its core.
Nobody likes very long stories filled with unnecessary details.
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Good stories are concrete.Keep in mind that abstract concepts are hard to 
understand & follow. There is no need to overcomplicate your story.
9ǾŜƴ ǘƘƻǳƎƘ Ƴƻǎǘ ǇŜƻǇƭŜ ŘƻƴΩǘ ŀŘƳƛǘ ǘƘƛǎ ƛƴ ǇǳōƭƛŎΣ ŜǾŜǊȅƻƴŜ ƘŀǘŜǎ ƭƻƴƎ ŎƻǊǇƻǊŀǘŜ 
speeches which use a mix of abbreviations and meaningless business expressions. For 
ŜȄŀƳǇƭŜΣ ǿƘȅ ǎŀȅ άƻǾŜǊŀƭƭ ŀŎŎƻǳƴǘŀōƛƭƛǘȅέ ƛƴǎǘŜŀŘ ƻŦ άǊŜǎǇƻƴǎƛōƛƭƛǘȅέΚ 
Do your best to be natural and use real-life examples and concepts, not abstractions.
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Buildyour credibility in front of the audience. How can you do that?
Investigate more about the topic you are talking about, prepare some hard data to 
backup your statements and use that data in your presentations.
Present that data in terms that people can visualize and strip it to the bare essentials 
ǎƻ ǘƘŀǘ ȅƻǳ ǿƻƴΩǘ ŜƴŘ ǳǇ ōƻǊƛƴƎ ȅƻǳǊ ŀǳŘƛŜƴŎŜ ƛƴ ȅƻǳǊ ǉǳŜǎǘ ŦƻǊ ōŜƛƴƎ ŎǊŜŘƛōƭŜΦ
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Good stories are always emotional. It is not enoughto present some cold data. You 
must make people feel something. One way to do it, is to use images to help make 
your point.
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To recap, planningis to create your story. The steps to create one are: be alone, go 
analog, draft the script & write your story.
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Next stagein project management is Project Execution. In the presentation world this 
is called the Design Phase of your Presentation.
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5ƻƴΩǘbe afraid to be visual and use images, suggestive clip-art, comics, etc. If you use 
ōǳƭƭŜǘ Ǉƻƛƴǘǎ ǘƘŀǘ ŘƻŜǎƴΩǘ ƳŀƪŜ ȅƻǳ ŀ ǇǊƻŦŜǎǎƛƻƴŀƭΦ
On the other hard, images will help you make a point.
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5ƻƴΩǘ ōŜ ŀŦǊŀƛŘ ƻŦ ŜƳǇǘȅspace. Try to control your tendency to fill in every available 
white space on your slides. Empty space means clarity, means purpose.
People will never have the time nor the patience to read all your bullet points but will 
be able to understand & remember one very simple idea.
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Contrast isa very powerful tool. If used properly, will help the audience get your point 
very quickly. Contrast can be achieved through the color choices you make, the text 
you use, positioning, etc.
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This means reusingelements of design and or key ideas of your presentations. 
Reusing elements of design will bring a sense of consistency and cohesiveness while 
repeating the key ideas of your presentation can help the audience to remember it.
However, be careful not to overdo it as your presentation will become tiring and 
people will stop caring about what you have to say.
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Executing yourproject plan means that all tasks are done in a certain order. Nothing 
is executed randomly.
Then why not do the same for your presentations? Spend a bit of time to align all 
elements in your presentation, make it look polished. If you did not care enough 
about your presentation to align the images & text boxes, to use the same font, then 
why should the audience care? Why should they listen to you? It surely means that 
you have nothing important to say. Take the time to align & connect all elements and 
you will gain more credibility.
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Torecap: Execution is to design. The tips for good design are: be visual, use empty 
space, use repetition and align elements.
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For a project manager, Monitoring& Controlling  is about observing the execution of 
the project to identify problems and fix them. In the presentation world, this stage is 
the optimization stage. You basically review and improve your presentation. This is 
Ƙƻǿ ǘƻ Řƻ ƛǘΧ
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First, stand back! Take a break andclear your mind.
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Then go backand review your initial scope, the plan you created and your execution.
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Based on your observations, improve your plan and execution. Meaning,improve 
your Story and Design.
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hƴŎŜ ȅƻǳ ƘŀǾŜ ŘƻƴŜ ǘƘƛǎΣ ŘƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ ǎƘŀǊŜ ȅƻǳǊ ǿƻǊƪ ŀƴŘ ŀǎƪfor feedback. 
Share the presentation with people who will be part of your audience or people who 
are familiar with your audience. Get their feedback and then go back and improve 
ȅƻǳǊ ǎǘƻǊȅ ŀƴŘ ŘŜǎƛƎƴΦ L ƳŜŀƴΧ ȅƻǳǊ Ǉƭŀƴ ŀƴŘ ŜȄŜŎǳǘƛƻƴΦ
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To recap, monitoring and controlling means to optimize your presentation. The steps 
to do it are: 
Stand back 
Check your scope, plan & execution
Improveyour plan & execution
Share and get feedback
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