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Boardroom Presentation Checklist 
Introduction: How to Use This Template 
Use the checklist in this document to assess your readiness to present to a board of directors. The checklist includes tasks in:
· Researching and assessing your target audience 
· Gathering the right information to tell a compelling and logical story 
· Building engaging presentation materials
· Delivering a captivating presentation in front of the board 
· Other presentation logistics 
To use this template, simply check off each task as you complete your presentation design.

Target Audience 
Identify, assess, and tailor your boardroom presentation to your target audience – the board of directors.

☐ Conduct research on your board members (their backgrounds and companies, years of experience, industries served, and skillset composition to identify technical knowledge levels and expertise. Ask you peers about dynamics and executive team representation on the board).
☐ Understand expectations on value and risk language (look at past presentations from CEO and peers, read historical meeting notes, etc.).
☐ Identify sponsors, allies, and objectors and be prepared to handle these different groups of members as well as any known objections up front.  
☐ Focus your content on one or more of the board’s main concerns with IT (business impact, investments, or cybersecurity & risk).
☐ Identify information on what is in it for them and your organization. Ensure this information is readily available to include on a slide.

The Story 
Gather the right information to ensure you tell a compelling and logical story.

☐ Find out ahead of time how much time you have for the presentation.
☐ Factor in Q&A time at the end of your presentation window.  
☐ Identify if your presentation is to inform/educate or reach a decision.
☐ Identify and communicate the business problem up front and answer the three questions (why, what, how).
☐ Build an outline of your content using the why, what, how method above.  
☐ Ensure the outline shows a solid understanding of scope and goals.
☐ Make sure the outline is clear on TACO: time, audience, content, and outcomes.
☐ Check that the content is curated to speak the board’s language throughout and avoids technical jargon and IT-centric information. 

☐ Express the problem in terms of business impact (risk, value, money).
☐ Prepare and send pre-meeting collateral to the members of the board and executive team.
☐ Include no more than five or six slides for your presentation.
☐ Articulate what you want them to think and what you want them to take away – put it right up front and remind them at the end. 
☐ Have an elevator speech handy – one or two sentences and a 1-pager version of your story.
☐ Consider how you will build your relationship with the members outside the board room to prepare the board for what is to come in your presentation. 

Presentation Material
Build engaging presentation material and slides by leveraging design best practices. 

☐ The visuals grab the audience’s attention. 
☐ The visuals do NOT mislead the audience/confuse them.
☐ The visuals facilitate data comparison or highlight trends and differences in a more effective manner than words. 
☐ The visuals present information simply, cleanly, and accurately. 
☐ The visuals display the information/data in a concentrated way.  
☐ The visuals illustrate messages and themes from the accompanying text.
☐ The presentation has business outcomes well defined.
☐ Know your information inside and out. Know more than you are presenting and what is behind it.
☐ Ensure you have supporting material ready to reference in the appendix. 
☐ If using a metrics dashboard, the metrics tell a story and help solve business problems. The dashboard is not crowded and easy to scan. 
☐ The presentation is optimized, engaging, and insightful. 
☐ IT’s value and contribution is clearly identified.
☐ You had pre-meetings to validate and build support.
☐ You are clear on the meeting logistics: where and when.
☐ Ensure your slides are not too crowded or provide too much information.
☐ Ensure you have a maximum of five to seven slides. 
☐ Ensure you present less and provide an opportunity for discussion.
☐ Include a strong introduction with background, context, and a clearly stated business problem/impact.
☐ Send all presentation material and supporting documentation ahead of time to board members. Review in individual meetings with members if possible. 
☐ Include information on cybersecurity in every presentation – this is top of mind for all boards and reflects IT’s proactive stance on protecting the company against security threats.

Presentation Delivery
Deliver a captivating presentation when you get to the board meeting.

☐ Start with a story or something memorable up front to break the ice. 
☐ Go in with the end state in mind (focus on the outcome/end goal and go backwards). What’s your one call to action?
☐ Content must complement your end goal, so filter out any content that doesn’t complement the end goal. 
☐ Ruthlessly prioritize your content.
☐ Be prepared to have less time to speak. Be prepared with shorter versions of your presentation. 
☐ Include an appendix with supporting data but don’t be data heavy in your presentation. Integrate the data into a story, which should be your focus.
☐ Be deliberate in what you want to show your audience. 
☐ Ensure you have clean slides so the audience can focus on your speaking and not be focused on your slide. 
☐ Practice the delivery of the content multiple times and in front of team members or your Info-Tech counselor who can provide feedback. 
☐ Ask for feedback.
☐ Record yourself presenting. 
☐ Be prepared that you might be sidetracked – be ready whether you want to be sidetracked or not.
☐ Prepare for being derailed – be prepared with what you should do next to bring your audience back on track. 
☐ Be clear about follow ups and next steps if applicable. 
☐ Present before you present: meet with board members before the meeting to review and discuss your presentation and other supporting material and ensure you have executive/CEO buy-in. 
☐ “Be humble, but don’t crumble.” Demonstrate that you are an expert while admitting you don’t know everything. However, don’t be afraid to provide your POV and defend it if need be. Strike the right balance to ensure the board has confidence in you while building strong relationship. 
☐ Prioritize a discussion over a formal presentation – Create an environment where your audience feels like it is part of the solution.


Presentation Logistics 

☐ Less is more: Long presentations are detrimental to your cause – they lead to your main points being diluted. Keep your presentation short and concise.
☐ Keep information relevant: Only present information that is important to your audience. This includes the information that they are expecting to see and information that connects to the business.
☐ Expect delays: Your audience will likely have questions. While it is important to answer each question fully, it will take away from the precious amount of time given to you for your presentation. Expect that you will not get through all of the information you have to present.
☐ Use a script to stay on track: Script your presentation before the meeting. A script will help you present your information in a concise and structured manner.
☐ Develop a second script: Create a script that is about half the length of the first script but still contains the most important points. This will help you prepare for any delays that may arise during the presentation.
☐ Prepare for questions: Consider questions that may be asked and script clear and concise answers to each.
☐ Practice, practice, practice: Practice your presentation until you no longer need the script in front of you.
☐ After the introduction of your presentation, clearly state the objective – don’t keep people guessing and consequently lose focus on your message. 
☐ After the presentation is over, document important information that came up. Write it down or you may forget it soon after.
☐ Rather than create a long presentation deck full of detailed slides that you plan to skip over during the presentation, create a second, compact deck that contains only the slides you plan to present. Send out the longer deck after the presentation.
☐ Be cognizant of your body language and keeping the audience engaged.
☐ Think about and be aware of how you show up – dress codes, company culture, confidence, etc.



_____________________________________________________

For acceptable use of this template, refer to Info-Tech's Terms of Use. These documents are intended to supply general information only, not specific professional or personal advice, and are not intended to be used as a substitute for any kind of professional advice. Use this document either in whole or in part as a basis and guide for document creation. To customize this document with corporate marks and titles, simply replace the Info-Tech information in the Header and Footer fields of this document.
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