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Ideally you will take your audience on an emotive journey, they are the most memorable.  Not just facts and 
figures but the meanings behind the data, findings ways to capture the information in a way that will keep 
your audience interested. 

Some of the most impactful and successful presentations have very few words, instead they have a solid story 
behind them that has been carefully planned and well thought out.  

This is why it is important to spend time on the planning phase of your presentation.  This planning process 
should start before you sit down in front of your laptop or computer, in fact, if you can stay away from a 
computer it is even better.  Think back to the tools we used before computers, anything from a whiteboard, to 
a blank sheet of paper and a pen or coloured pencils. 

Try putting down your thoughts on post-it notes. Write down the key messages you’d like to convey to your 
audience and lay them out in front of you in a logical order.  Using the post-it notes not only allows you to 
easily re-order things around but it also helps keep words to a minimum. 

 Where would I like to take my audience and how do I take them there with me? 

 How would I like them to feel once they’ve walked out of the meeting or auditorium?   

 Have I informed, motivated or inspired them? 

 How might I tell my story with images or with only five words per slide?  

Remember that your audience is there to listen to you, they don’t want to spend their time reading text and 
bullet points and if you have to present data, think of the key message behind it, what are those numbers 
really telling you?  How can you visualise the data so that key results can be seen at a glance?  

If you are required to provide very detailed information you can always prepare a leave-behind report with all 
the finer details.  Something your client can read in their own time.  Reading this document with a solid 
understanding of the key messages imparted in your talk will make all the difference. 
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When it comes to the “perfect” number of slides there is no magic number or set rules to follow and of course 
it all depends on the type of presentation, an all day workshop vs a presentation to the board of directors will 
have very different requirements. 

Guy Kawasaki1 is a firm believer in the 10-20-30 rule: 

 10 slides are the optimal number to use for a presentation. 

 20 minutes is the longest amount of time you should speak. 

 30 point font is the smallest font size you should use on your slides. 

And then there’s PechaKucha, a presentation style in which 20 slides are shown for 20 seconds each (6 
minutes and 40 seconds in total).  This format keeps presentations concise and fast-paced and is used the 
events called PechaKucha nights. 

We feel that anything beyond 30 slides can be too long, if you have 80 slides in your presentation consider 
revising the content, cutting it down and putting the information into a report format with only the vital 
information in the presentation.  Remember that the slides are a visual representation of your story, the 
audience is there to listen to you and their focus should be on you and not the tiny writing on the screen. 

Unfortunately bullets don’t work, particularly if they are used from slide to slide, the content becomes 
monotonous, nothing distinguishes one slide from the next.  Go for more visual alternatives and then if you do 
use a bulleted slide it will stand out from the rest of the deck.  

Following are some visual examples we hope will inspire you.  
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