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Using business graphics instead of bullets and text is one way to improve your presentation slides. 

However, good visuals can only carry you so far. If your message is not clear and your story does not 

flow well, your presentation will fail to persuade. 

1. The Benefits of Presentation Planning 

Upfront planning clarifies your message and adds power to your storyline. !ǎ ŀ ōƻƴǳǎΣ ȅƻǳΩƭƭ ǎǇŜƴŘ 

less time making slides and more time rehearsing (or working on something else productive). 

The starting point for any effective presentation is to ask: what action do you want the audience to 

take after the presentation. Even when your goals seem obvious, it helps to write them down 

anyway. This exercise is harder than it seems because each presentation depends on the audience 

and the exact point in the given process.  

2. How to Use a Mind Map to Plan Your Presentation 

A great way to keep track of all the factors involved in your presentation is to mind map out your 

situation, your topic, and your goals. A mind map helps you keep it all in play, find patterns, and 

avoid omissions. !ǎƪ ȅƻǳǊǎŜƭŦΣ ǿƘŀǘΩǎ ȅƻǳǊ ƎƻŀƭΚ Who will be in the audience? What are their goals, 

motivations, likely objections? Meeting parameters matter too. ²ƘŀǘΩǎ ǘƘŜ ŀƭƭƻǘǘŜŘ ǘƛƳŜΚ What 

media can you use? ¸ƻǳΩƭƭ ŦƛƴŘ ȅƻǳ ƳƛƎƘǘ ƴŜŜŘ ǘƻ ǳǎŜ ǎŜǾŜǊŀƭ ƳƛƴŘ ƳŀǇǎΦ  

Creating a mind map is simple. Just start with a central topic or idea. [ŜǘΩǎ ǳǎŜ ǘƘŜ ŜȄŀƳǇƭŜ ƻŦ 

presenting a marketing communications plan. 

Place a box in the center of your page and label it with the idea. Then add the Main topics 

connected around the central idea. These are the next level of hierarchy or outline.  
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Then refine each major topic with specific subtopics. Again, radiate out from each major topic. 
 

 
 
For presentation slides, you can create more detailed maps of each subtopic on additional slides in order 
to drill down. Trying to put more than three layers on one slide makes it hard to read. 
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IŜǊŜΩǎ ŀ ǎŜŎƻƴŘ ŜȄŀƳǇƭŜ ƻŦ ǇƭŀƴƴƛƴƎ ŀƴ ǳǇŎƻƳƛƴƎ ǎŀƭŜǎ ǇǊŜǎŜƴǘŀǘƛƻƴΦ Brainstorming on the factors and 

goals of the presentations has led to the following mind map. Note how you can use color to highlight 

important entries (in this case, to point out audience members who are unfamiliar with your offering).  

Mind maps work as a great mnemonic device to keep important factors from falling through the cracks. 

 

With the major factors mapped, you can brainstorm ideas, responses, and other details. You will find 

that using a mind map to record your planning helps you to prioritize issues and ideas. 

Next you can mind map your proposed presentation agenda. We see below, from laying out an agenda 

for this sales presentation (based on trying to meet the goals above), that the meeting needs to be at 

least one hour, instead of the current half hour on the schedule. It is much better to find that out 

through planning, rather than through an ultimately ineffective meeting!  
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Forcing yourself to think about the goal before each presentation can ensure that you hit the sweet 

spot. ¸ƻǳ Ƴŀȅ ŜǾŜƴ ŎƻƴŎƭǳŘŜ ǘƘŀǘ ŀ ǇǊŜǎŜƴǘŀǘƛƻƴ ƛǎƴΩǘ ǘƘŜ ōŜǎǘ ƛƴǘŜǊŀŎǘƛƻƴ ŀǘ ǘƘƛǎ ǘƛƳŜΦ ¢ƘŀǘΩǎ ƻƪŀȅΣ 

ōŜŎŀǳǎŜ ǘƘŜǊŜΩǎ ƴƻǘƘƛƴƎ ƭŜǎǎ ǇǊƻŘǳŎǘƛǾe than an unnecessary presentation! 

 
 

Mind Mapping Software: What to Look For:  

Ideally, it should take no more time to make a mind map than it takes to make an outline in a word 

processor.  And rearranging one should take even less time. Your mind mapping software should: 

¶ Automatically format the map for you ς drawing lines and adding boxes in response to simple 
commands 

¶ Allow you to add new topics and subtopics without requiring you to take your hand off the 
keyboard 

¶ Allow you to easily move topics and subtopics around with the mouse 
 

To watch a video on how to make a mind map with SmartDraw click here. 

This document is part of the Working Smarter Seriesτa collection of publications describing proven 

tactics for improving business operations, provided free by SmartDraw.com. To download a free 

trial of SmartDraw, visit www.smartdraw.com 
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