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Define your purpose.
Know your audience.
Align tone, message, and
outcome from slide one.



Before you open PowerPoint… pause.
What’s the real goal of this deck?
Who’s your audience—and what do
they actually care about?
Should it inspire, explain, or
persuade?
What do you want them to do after?

 Purpose comes first. Slides follow.

Start with the “Why”



The best decks are built like stories.
Map your flow: intro → middle →
close
Give each slide one job
Back claims with data or
examples
Make sure every transition
connects the dots

 Think storyboard, not document.

Structure
Before
Slides



Design isn’t decoration - it’s
communication.

Use clean fonts, high contrast,
and aligned layout
Break text into digestible bites
Replace blocks with visuals,
charts, or icons
Whitespace isn’t empty - it’s
breathing room

 Clarity beats clever. Always.

Design with
Intention



Say more by saying less.
 Use headlines that tell a story, not
just label a section
 Plain language > jargon
 Focus on impact and value
 Double-check for typos - they can
cost you credibility

 Strong messaging = memorable deck.

Make the Message
Stick



A polished deck can still fail if the tech
doesn’t work.

Is your file format right? (PPT, PDF,
Google?)
Do all videos and links work?
Are transitions smooth or distracting?
Final version saved, named, and
shared?

 Preparation prevents surprises.

Check Before You
Present



Don’t skip the last step.
Rehearse like it’s real
Ask for honest feedback
Simplify anything confusing
Make sure it’s audience-ready - not
just team-approved

 A strong deck isn’t just done - it’s tested.

Final Review



Building a slide deck?

Come back to this playbook before your
next pitch, team update, or strategy
session.

And if you found this helpful - share it with
someone who needs tighter slides.

Save This for Later


