
4.4 A PowerPoint to Brief

Use 



Purpose 
and 
Outline

1. This presentation provides 
background on X program.

2. It is for information purposes only. 
No decisions are required.

3. The presentation will outline the 
following: 
• Program description
•



Program 
Description

Avoid excessive 
detail. Graphics 

work very well to 
summarize.

• What does it do? Who does it serve?
• How is it delivered?
• What does it cost?
• What are the key metrics of the 

program’s performance?





Concerns of 
Stakeholder



Plans for 
the Future

• Are there approved plans for program 
changes?
• Are there no plans for change?
• Have funds been approved for future 

adaptations?
• From the perspective of the reader of 

this briefing, can they expect to see  it 
come before them again, not hear about 
it as it if working well and needs no 
change or that changes will be minor 
and below the radar of the reader’s 
attention.


