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1. Structure and Design

1.1 Deck Flow
A typical client presentation contains five parts:

i. Title Slide

The title slide should contain the name of the client, Mu Sigma’s name and logo, the date of the meeting, the project name and the title of the presentation.  Depending on the template, it could also contain Mu Sigma’s location, web address, the client’s logo, confidentiality notice and sometimes even the presenter’s name.  It must also contain the tag line “Do The Math” in bold, italicized and underlined font
ii. Background and Objectives

This section contains the SCQ for the project, meeting objectives (checklist for what needs to be accomplished in the meeting) as well as where we are in the project lifecycle.  This section is usually preceded by an agenda slide.  The agenda slide is not necessary for executive-level decks.  The SCQ slide has a standard template and it must be used.
iii. Content

This section contains the detailed material that supports the objectives of the presentation.  Generally, if the content is more than 12 slides, it is useful to have an agenda slide and divide the content into sections using the agenda slide as a separator.  Do not use separators in short decks.  One can use roadmap textboxes at the top left or right-hand side of the slides instead.  While there is no specified limit for how long the deck can be, it is recommended that the main deck be short and “to the point”.
If the deck is intended to communicate the interim or final results of a project, an executive summary slide may be appropriate before or after the detailed content.  The position of the executive summary slide depends on the context.  At the end of the day, follow structured communication principles for the deck.  Generally, most decks employ inductive reasoning techniques and the pyramid principle.  Deductive reasoning is sometimes useful in training presentations
iv. Next Steps

Any presentation or client meeting must have a Next Steps section/slide.  If the next steps are known prior to the meeting, they must be explicitly stated here.  If the next steps are unknown, then an empty slide can be inserted here so that the presenter can fill this slide during the meeting.
v. Appendix

This section contains backup slides that could be used if some questions arise during the presentation.  Detailed slides that support findings presented in the content section may also be included.  Generally, this section may be deleted before the presentation is shared with clients in electronic form (unless Appendix slides are explicitly referenced in the main deck).  Please note that slides in the Appendix deserve the same attention to detail as slides in the main presentation.  All the formatting and structuring rules apply to these slides as well.
1.2 Where to Start
When creating a presentation, follow the sequence of activities listed below:

i. Write down meeting objectives
ii. Create presentation storyboard on paper – detailed agenda (sections of the deck)
iii. Develop the horizontal logic by writing the headers of the slides down on paper

iv. Refine the sequence of slide headers until the flow is logical and the story develops well from one slide to the next.  Ensure that the principles of structured communication (inductive or deductive reasoning are adhered to.
v. Draw or fill in the content for each slide on paper.  Care must be taken to ensure that the slide content supports the slide header.
vi. If facts are being presented, then it is a good practice to capture the source of these facts (dataset/article etc.) in the slide or in a glossary of sources in the appendix of the presentation
vii. Once the entire deck has been developed in handwritten form on paper, it can now be created in Powerpoint.  Care must be taken to ensure consistent formatting from one page to another.

viii. Ensure that the Powerpoint file name contains the Client name, the project name and the deck purpose along with the date of the meeting and version number (start with version 0.1 and progress upward – the final client-ready version is to be tagged vf).  This makes it easy for people to recognize the purpose of the deck, when it was created and what the most recent version is.  For example:

a. Final Deck.pptx  X
b. Dell Consumer Campaign Effectiveness – Interim Findings, Mar 23, 2011 v0.2.pptx (
ix. Slide creation can be owned by one person or several people in a team.  If the workload is being shared by a few colleagues, ensure that everyone is using the same Powerpoint template.  Ensure that people use a template as a starting point and not another deck.  It may also be useful to agree on a common selection of colors for objects and charts beforehand.  This saves a lot of reformatting trouble later.

x. Once all the slides are created, the deck should be assembled (if multiple people are contributing to slide creation) and a thorough check must be performed.  In addition to the various checks described in later sections of the deck, please ensure that no confidential or inappropriate information should be shared.

xi. If the deck contains Mu Sigma proprietary collateral, it should be converted into a PDF before it is sent to a client.  Please review the PDF document page by page before sending it to the client.  Occasionally, PDF conversion software can mess up the formatting of Powerpoint slides and the PDF version can look very ugly.
2. Formatting Checklist
2.1 Slide Template

The slide template, color schemes, font type, table and graph formats etc. should be consistent throughout a deck.  In most cases, the standard Mu Sigma template should be used.  In some cases, the client’s own template should be used.  Mu Sigma or the client should maintain a template deck that contains sample slides that describe the preferred color schemes, slide layouts and table formats.  An example of a template deck is provided below:
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The slide template should include standard settings for logos, header/footer, slide background, font type & size, bullet style, size & color etc.  The color scheme should be chosen such that the slides print well in color and black & white.
2.2 Text Formatting
The font type used throughout a deck should be consistent.  The exceptions to this rule are rare.  Even if tables and graphs are being copied from Excel into Powerpoint as pictures, those objects should contain the same font as the deck.  The Mu Sigma preferred font is Arial.

In addition, the following rules should be adhered to:

i. The font size must be big enough to be readable at a 50% zoom setting.  Generally, never use fonts of size less than 12 in a presentation.  Ensure that the font size that is set in the slide master is adhered to in all slides
ii. Text should be left aligned and numbers should be right aligned.  There is no reason for text to be “justified”.  This does not look good.  Center alignment should be used rarely – only for contents in a shape or text in a table column that is consistently of the same length.
iii. Bullets size and style must be consistent across slides.  For instance, if “(” is the main bullet and “–“ is the second level bullet in the slide master, this should be adhered to in every slide of the deck.  Please note the color of the bullet!  In the Mu Sigma template, the bullet symbol has a color whose RGB code is (0, 51, 153).
iv. Bulleted text must be left aligned and indented so that wrapped text starts at the same distance from the left margin as the first line.  Don’t use spaces to create the necessary effect.  Use the indent markers on the ruler to accomplish this.  For example:

· For example, this sentence is an illustration of what not to do with bullet indentation.  This is because, there is no indentation after the bullet.  The second line (starting with the word “indentation”) starts some distance to the left of the first line (that starts with “For example”).  In addition, it uses the wrong bullet symbol (“(” instead of “(”)
· This is an example of a sentence with the right bullet and indentation.  See where the second line of this bullet point starts (the word “second”).  It is aligned with the first word of this bullet (“This is an…”).
v. Font and bullet colors must be consistent throughout the deck.  A change in the color can be applied to call attention on a specific slide, but such colors used must be consistent with the template color scheme.  As readers tend to associate the choice of color with a purpose, the deck creator should try to use as few colors as possible

vi. The special font styles (bold, italics, underline or even CAPITALS) should be used sparingly and with purpose.  These styles should be used only to call attention to specific parts of the content.  A special font style (generally bold) may be applied to slide and table headers

vii. Font alignment should be consistent across slides.  For sentences, the font should be left aligned.  For table headers, the font should be right aligned
viii. Line and paragraph spacing should be consistent from slide to slide.  The paragraph spacing must be set on the slide master.  The optimal line and paragraph spacing depends on the font size.  The optimal line spacing (in pts) is 1.2 * (the font size in pts) and the optimal paragraph spacing (or at least the commonly used) is 0.75 * (the font size in pts).  Please note that the paragraph spacing is in addition to the line spacing.  Generally, it is a good practice to add the spacing before a line
ix. If you are using a “roadmap” text box, place at the top left hand corner of the slide (above the key takeaway).  Ensure that you do not apply any background color to the text and the font size is reasonable.  The background color attracts attention and distracts the reader from the main content of the slide.  For example:

a.   




  X
b.    Background and objectives  (
x. You can use footnotes in the bottom of slides to provide some additional color or caveats or sources for information presented in the slide.  Please ensure that footnotes don’t use an unusually large font.  In fact, the footnote should have the lowest font size of any text on the slide.  Use superscripts or asterisks (*, ** etc.) to link the text of interest to the footnotes.

2.3 Using Powerpoint Tables and Graphs
All tables and graphs must be created in Powerpoint.  This allows users to edit the contents and formats without having to go to the source.  If an Excel table or graph has to be used, then the rules of the Powerpoint template apply to these tables and graphs as well i.e. they should appear exactly the same as a graph or table created in Powerpoint.  The following key rules should be adhered to:
i. The appearance of graphs and tables must be consistent throughout the deck.  The key items to look out for are font (size and type), color, borders/axes, text alignment, gridlines, background colors etc.

ii. The row and column sizes of a table should be carefully monitored.  They can be adjusted to ensure that the table fits in a slide or to enhance the “look and feel”

iii. The formatting of borders and lines in tables and graphs should be consistent from one slide to another.  This includes color, thickness, spacing, text margins and style

iv. Text alignment should be consistent within the columns of a table.  Except under special circumstances, the font should be left aligned.  Headers and single-word entries may be center-aligned

v. If there are multiple slides with the same table/graph layout, they should be placed in exactly the same location in the slide.  This can be accomplished using the ruler, guides and the grids (available in the Format menu in Powerpoint)

vi. All graphs should have labels and legends as necessary.  If the context of the x-axis is clear (for example, month/quarter), then a label is unnecessary.  However, the y-axis label and chart title are absolutely necessary.  If there are multiple graphs (two or more columns or lines), a legend is also necessary

vii. The chart colors should be based on the color scheme associated with the template.  For instance, the Mu Sigma template has a customized color palette
viii. Do not use 3-D charts except in special circumstances

ix. In both tables and graphs, numbers should be formatted based on the context.  For instance, “13872001” is unacceptable.  “13,872,001” is acceptable.  You may also show the number in thousands or millions as appropriate (13,872 or 13.9).  However, the table header or axis label should reflect this (000s or MM).  In case, the numbers represent currency, the currency symbol should either be in the table header/chart label or preceding the number itself (eg. $1,024)
x. Generally speaking, if you are displaying large numbers in a chart or a table, it is a good idea to only show the digits that matter.  For example, if your client’s annual sales is $3,489,230,993, in most cases $3.5 bn is appropriate.  Very rarely would you need $3,489 mn.  It is definitely not a good idea to present the number “as is”.

2.4 Using Graphics and Drawings

i. Drawing objects such as triangles, rectangles and chevrons should be used when describing process flows.  Keep in mind that the size, shape, color and formatting of the shape each communicate something to the reader i.e. if two shapes have different sizes/shapes/colors, then the reader assumes that the shapes represent objects/concepts that are fundamentally different.  So, think about what you want to communicate before you choose shapes, their sizes and colors.
ii. Look and feel of a graphic is generally enhanced or better if there is some “symmetry” about the graphic i.e. the left side of the graphic is a mirror image of the right side (except for text, of course).  Try and organize your graphics so there is some symmetry
iii. Keep an eye on shape alignment and spacing.  For instance if you have four boxes that describe equally important components of a process, make sure that the boxes are of the same shape and size and are spaced equidistant from their neighbor and aligned properly as necessary.  For example:


a.  
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b.  
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You can use the “Align” and “Distribute” options in the format ribbon to accomplish this.

iv. If you are inserting text inside a graphic or a shape, ensure that the font color has sufficient contrast with the background color.  For example, use black font on light-colored backgrounds and black font on dark-colored backgrounds
v. The standard Mu Sigma colors and their RGB codes are:


a.        – RGB (128,0,0)

b.        – RGB (0,102,102)


c.        – RGB (226,225,192)
2.5 Additional Pointers and Checks
· Use spell check 
· Use file names that contain the purpose of the deck, version and date
· Clearly describe all definition and assumptions

· Use color coding.  When using multiple colors to highlight cells /fonts etc, mention what they indicate

· Always sort (organize) the data in some way or the other – make it meaningful to the reader.  For example, if you are showing a list of products and their sales, perhaps organizing them in descending order of sales may be meaningful to the reader
· Give totals IF and ONLY IF they are meaningful e.g. It may not make sense to show a total for the metric “% customers buying different product categories” as the same customer could buy multiple product categories and hence the total doesn’t make any sense
· Be careful to show column percentage / row percentage based on business relevance

· Ensure that the slide heading summarizes the insight or the point in the slide 

· Avoid long verbiage (things such as the this, that etc. wherever not needed).  Be concise.  Words are at a premium in Powerpoint
· Distinguish the headers/titles from the text below

· Distinguish bullets from sub bullets

· Keep a very short executive level deck which is brief (8-9 slides) and has only business insights
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