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Getting started
An effective presentation is easy to understand:
· Presentations are structured using Pyramid standards of writing, which apply top down and inductive logic.
· The main idea should be expressed on top in full phrases and subsequent ideas should be grouped and sequenced logically below.
· Thoughtful graphic design enhances and supports the communication process.
· A concise style focuses the client on the key message and its supporting points.
Effective communication relies on the consultant's ability to think, write, and present key messages clearly. This enables the client to grasp the value of the consultant's ideas.
When creating presentations, it is important that:
· Every slide element contributes to the main message.
· Slides progress in a logical sequence to deliver a key message.
· Each slide is able to stand alone.
· Information included on a particular slide is relevant to the slide title.
· Slide formatting emphasizes the key message and is consistent throughout the presentation.
Presentation Basics
Pyramid structure for presentations
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Key elements
There are four key elements of an effective presentation: purpose, title, storyline, and logic.
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Key Attributes on a slide
All of the slide content should be necessary and sufficient to answer the "How do you know?" question. Be sure that each slide is CLEAR: Comprehensive, Lively, Elegant, Accurate, and Relevant.
Basic content slide architecture
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Content slide standards
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Charting Standards applied
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Structured Presentations
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Writing format comparison: Deductive versus Inductive
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Applying pyramid writing to presentations
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Below are additional Pyramid writing guidelines.
· The main idea and supporting points are organized using top down (inductive) logic.
· Each page starts with a full sentence summarizing the idea.
· An idea at any level summarizes the ideas grouped below.
· The ideas in each group are of the same kind.
· Each idea group has an apparent ordering logic.
· Each group contains no more than five (plus or minus two) ideas.
Creating a compelling message
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Writing in pyramid structure: SCQA
Pyramid writing follows the Situation, Complication, Question, and Answer format.
Forming the governing thought
The governing thought answers the key question. This main message must be TOPS.
Targeted to the audience
Over-arching
Powerful
Supportable
Below are examples of governing thoughts. The second thought is TOPS.
1. The company can improve its processes for dealing with customers.
2. The major organizational problem you face is your inability to delegate authority.
Governing thought: logical arguments
Inductive Argument
The premises of an inductive argument indicates some degree of support for the conclusion. The premises suggests truth, but does not ensure it. In the inductive approach, one starts with the recommendation which is then followed by supporting statements. Each of the supporting statements supports the recommendation. Because each supporting statement is not dependent on other statements, if one statement is not agreed, the recommendations are still supported by the other statements.
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Applying the MECE principle
It is critical that the supporting statements for your argument be mutually exclusive and collectively exhaustive (MECE) to demonstrate clear thinking.
Mutually exclusive: Is each point used only once and in the best place?
Collectively exhaustive: Do you have all the points you need to support or defend the summary idea?

Keys to pyramid writing
The Pyramid writing approach focuses on the following key points:
· Check the foundations: 
· Are you clear who your audience is?
· Are you certain about the goal of your message?
· Are you certain about the situation?
· Are you clear what the problem is?
· Check the pyramid outline:
· Do the situation, problem and main idea fit together properly?
· Is your pyramid a question-and-answer dialogue?
· Are the pyramid building blocks formulated as proper sentences?
· Is the main idea a one-sentence summary of your message?
· Check the construction:
· Is the vertical question-and-answer dialogue complete?
· Are elements supported by at least two and no more than five supporting elements?
· Have all supporting elements been ordered as a group or valid chain?
· Check the relationships:
· Are the supporting elements Mutually Exclusive and Collectively Exhaustive (MECE)?
· Do the supporting elements under one higher-level element have the same level of abstraction?
· Do the supporting elements under one higher-level element answer the same question?
· Are the supporting elements in a logical sequence?
Narrative communications
Inductive report structure
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Slide Sequence | Siide Layout | Siide Design | Graphics Usage

The presentation example contains the following issues:

= The headiines do not explicily tie into the main message.
= Emphasis is missing on key slide elements to reinforce the headine.
= The data is out of sequence, for example, from high to low impact
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The presentation example contains the following issues:

= Slide elements that support the headline and main message are not highlighted
= Different fonts are used on the same slide.

= Font color applied for emphasis is not visually appealing.

= Too many bullets on a slide with no grouping.
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The presentation example contains the following issues:

= The scale units applied to the axes are not identified in the graphs.
= The source of the graph data is missing
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Purpose Title Storyline Logic

The purpose establishes what the client will gain from the presentation. The reader shouid be able to glean the point of the slide within 10 seconds.
Each slide in a presentation needs to:
= Prove a hypothesis or supporting point.

= Frame an issue.
= Serve as a reference or repository for information critical to the overall story.
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Purpose Title Storyiine Logic

The title sets the tone throughout the presentation and helps focus the presentation.
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Purpose Title Storyline Logic

The storyline or headiine provides the key message of each side.
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Purpose Title Storyline Logic

= Headlines communicate horizontal logic. Key message statements tell a compelling story about the client's situation, issues, and opportunities.
= Body provides the vertical logic.

« Contains key points that support the message.

« Explains why or how the message is true.
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Slide contents support the key message
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Slide contents support the key message
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Body
The slide body text should follow these standards:

= Font size no smaller than 16 pt for handouts and 18 pt for
projection

= Aminimum of two bulets or none at all

= Square solid bullet for first level bulleted text

= Arial en dash for second level bulleted text

= Small solid circle for third level bulleted text

= Dash for fourth level bulleted text and subsequent levels:

= Punctuation when necessary for meaning or to define sentences

= Bold or color for emphasis; no underlining
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There are five main elemental hosting delivery cost types, 42% of

which are associated with labor

Business Unit Costs by Component Through June 2006
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Observations

* Claimed Labor is the largest
component, representing 40% of the
total delivery cost

* Costs are categorized as direct
e ceuite e conizach aod

Improved Bar Chart shows improvements for all of the above:

Improved slide heading is There are five main elemental hosting delivery costs types,
42% of which are associated with labor.

The bar graph is titled Business Unit Costs by Component Through June 2006 (Direct
and Indirect Costs)

The vertical axis is labeled Cost (SM).

Amounts are displayed under each bar as a percentage and borders have been
removed,

The bars have been rearranged to display in a prioritized order descending by size
(from highest to lowest cost)

The source has been cited below the bar graph.

Correct formatting has been applied to the text to the right of the graph, with indented
bullets.




image17.png
Benefits the Practice | Benefits Clients | Structures Thinking | Establishes Credibility

The IBM S&T presentation style:

= llustrates analytical abity, forethought, and organization.
= Emphasizes analytical rigor of the problem-solving approach.
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Our processes for solving problems and reporting the results are quite different. The former is deductive. In contrast, when delivering our message we want our writing

Analyses

Conclusions

Recommendations

Pyramid writing is the inverse of the problem-solving path (inductive).

Roll the mouse over each item below for more information.

Recommendations

Actions / steps | reasons
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What is Pyramid writing? | Why is it used? | How is it used?

The Pyramid method s  logical framework through which information and analysis can be organized to deliver a clear, logical, and understandable message.
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What is Pyramid writing? | Why is it used? | How is it used?

‘S&T presentations are based on the Pyramid method because:

= The framework is flexible and can be applied in a variety of situations.
= Story-like structures are generally easier for people to understand.
= Complex subject-mater can be delivered in a relatively simple way.
= It provides discipline when dealing with tight deadiines in client environments.
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What is Pyramid writing? | Why is it used? | How is it used?

= Identify the main idea you wish to convey.
= Formulate this main idea into one sentence. This is the top of the pyramid

= Determine which questions this main idea might raise with your intended audience. The answers to these questions support your main idea.
= Place these supporting arguments as the next level in the pyramid, below the main idea.

= Ask a question for each of the supporting arguments and provide the answers to expand the pyramid

= Once the pyramid has been completed, use it as a structure for your writing or presentation.
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Audience | Purpose | Situation | Complication

When developing a compelling message, investigate answers to the following questions:

= What is wrong with the current situation?
= What does not fit in the situation?
= What is the receiver's problem?
= Why has the receiver requested consulting work?
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Recommendations

Actions / steps | reasons

Facts / analyses

Inductive reasoning is the preferred structure for the business arena
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When reviewing the siide sequence, consider.

= Are the slides in a logical order to deliver a comprehensive story?
= Is the main message communicated clearly?
= Are arguments that support the main message presented clearly?
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When reviewing the slide layout, consider.

= Do the screen elements work together to deliver a key message?
= Is the flow of the slide contents easy to understand?

= Is the message or process clear?

= Are the headings in the proper location?

= Are the slide elements proportioned and symmetrical?

= Are key points grouped together?
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When reviewing the slide design, consider

= Are the slides visually appealing?
= Is the amount of text on a slide appropriate?

= Are fonts and colors used consistently across all slides?

= Is the font size large enough to read?

= Does the text color promote ease of reading?

= Are items in lists parallel in structure and formatted properly?
= Does the writing reflect good grammar?
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Slide Sequence | Side Layout | Siide Design | Graphics Usage

When reviewing the graphics usage, consider

= Are charts easy to understand?
= Are sufficient details included?

= Are real pictures or clipart used?

= Did the graphics enhance the message?

= Are the graphics relevant to the topic?

» Are the graphs headings, axes, and legends labeled appropriately?
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The presentation example contains the following issues:

= The key takeaways are placed at the end of the presentation, not the beginning
= The best option is presented later in the presentation, not in the beginning




