
PowerPoint Creation Checklist
1) Know The Assignment

a. Who is giving the assignment?

b. What are their instructions?

c. What do they want the results to be?

2) Determining The Goal(s)

a. Who Is our audience?

b. What do you want them to do?

c. When should the call to action happen? 

During the presentation? In the Future?

d. How will the requirements be met?

e. Why must the goals be achieved? Invest importance!

3) Constructing the Story Arc

a. Use an Outline to layout 1) the intro, 

2) the logic to achieve goals, 3) the ending “call to action”

b. Keep referring to above #2 GOAL questions.  

Incorporate them all into the story arc outline

4) Shaping the Message

a. For the Audience (be empathetic)

b. For Visual Engagement (sketch ideas)

c. For Mental Engagement (be imaginative)

5) Building the Presentation

a. Slide & Script Must Match; Build in Unison

b. Reshape & Edit & Cut

6) Delivering the Message

a. Practice, Practise, Practise

b. Be Ready & Be Confident
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