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Executive Summary Presentation 
Deck 

Business Analysis Template for AI Projects 

 

Template ID: 5.3 
Category: Stakeholder Enablement & Communication 
Version: 1.0 
Last Updated: January 2026 
Prerequisites: AI Opportunity Assessment report (1.1) 

High-Level AI Solution Architecture document (1.3) 
Feasibility & ROI Analysis report (1.4) 
Stakeholder Requirements Summary document (1.6) 
Proof-of-Concept (POC) Design brief (1.8) 

 

See Sample: AI_Project_Executive_Summary_Sample.pptx 

1. Document Purpose 
This Executive Summary Presentation Deck provides a comprehensive framework for 
communicating AI project proposals, progress, and outcomes to executive leadership. The 
deck is designed to convey key information concisely, support decision-making, and secure 
executive support and resources. 

 

●​ Key purposes of this document include: 
●​ Present AI initiatives to executive leadership clearly and concisely 
●​ Build business case for AI investment and resource allocation 
●​ Communicate project status, progress, and achievements 
●​ Highlight strategic alignment and business value 
●​ Identify decisions needed and secure executive approvals 
●​ Address risks, challenges, and mitigation strategies 
●​ Demonstrate ROI and benefits realization 
●​ Maintain executive engagement and support throughout lifecycle 
●​ Enable informed decision-making with key facts and data 
●​ Support governance and oversight requirements 
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2. When to Use This Template 
This template should be used whenever presenting AI projects to executive audiences 
requiring concise, strategic communication. The deck format ensures consistent structure 
while allowing customization for specific situations. 

Ideal Use Cases: 
Project Approval: When seeking executive approval to initiate AI projects including funding 
and resource commitment. 

Steering Committee: When providing governance updates to steering committees or 
executive oversight boards. 

Quarterly Reviews: When presenting progress updates showing achievements, challenges, 
and forward plans. 

Funding Requests: When requesting additional budget or resources beyond initial 
allocation. 

Go/No-Go Decisions: When executives must decide whether to proceed to next project 
phase. 

Strategic Planning: When presenting AI roadmap and strategic direction for leadership 
input. 

Board Presentations: When briefing board of directors on major AI initiatives and 
investments. 

Crisis Communication: When escalating significant issues or risks requiring executive 
intervention. 

Success Reporting: When demonstrating value delivered and celebrating project 
achievements. 

Change Approval: When major scope, timeline, or approach changes require executive 
approval. 

3. How to Use This Template (10-Step Process) 
Follow this systematic process to create effective executive presentations that inform, 
persuade, and drive decisions. 
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Step 1: Understand Your Audience 
Identify who will attend (CEO, CFO, CTO, Board), their priorities, concerns, and 
decision-making authority. Tailor content depth, technical level, and emphasis accordingly. 
Executives value brevity and business impact. 

Step 2: Define Your Objective 
Clarify what you need from executives: approval, funding, decision, input, or awareness. 
Structure entire presentation around this objective. End with clear ask and next steps. 

Step 3: Gather Key Information 
Collect essential data: business case, ROI calculations, project status, key metrics, risks, and 
stakeholder feedback. Ensure all data is current, accurate, and properly sourced. 

Step 4: Customize the Deck Structure 
Use companion PowerPoint template as starting point. Add, remove, or reorder slides based 
on audience and objective. Typical deck is 8-12 slides for 15-30 minute presentation. 

Step 5: Craft Your Narrative 
Develop compelling story arc: situation → challenge → solution → impact → ask. Ensure 
logical flow and clear connections between slides. Lead with most important information. 

Step 6: Populate Slide Content 
Fill each slide following best practices: clear headlines, minimal text, strong visuals, 
quantified impact. Every slide should have single clear message. Use data to support claims. 

Step 7: Design for Impact 
Apply professional design principles: consistent formatting, readable fonts (min 18pt), high 
contrast, limited colors, meaningful visuals. Every element should serve purpose. 

Step 8: Prepare Speaker Notes 
Add detailed notes for each slide with key talking points, anticipated questions, supporting 
data, and transitions. Notes should contain depth that slides omit. 

Step 9: Review and Refine 
Practice presentation multiple times. Time yourself to ensure fits time allotted. Get feedback 
from colleagues. Anticipate questions and prepare responses. Polish design and messaging. 

Step 10: Prepare for Q&A 
Develop comprehensive FAQ document with technical details, financial breakdowns, 
implementation plans, and risk analysis. Have backup slides ready for deeper dives if 
requested. 
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4. Instructions for Each Slide Section 
The companion PowerPoint template contains these key slides. Customize based on your 
specific needs and audience. 

 

Title Slide 
Purpose: Establish professional tone and provide context​
Content:​
• Project or initiative name (clear and memorable)​
• Presentation purpose (e.g., "Q4 Steering Committee Update")​
• Date and presenter name/title​
• Optional: Company logo and confidentiality statement​
​
Best Practices:​
• Keep title concise and meaningful​
• Use subtitle to clarify presentation purpose​
• Ensure branding aligns with organization standards​
• Professional appearance sets tone for entire presentation 

Executive Summary / At-a-Glance 
Purpose: Provide complete picture in one slide for time-constrained executives​
Content:​
• Project name and one-sentence description​
• Current status (on track, at risk, behind schedule)​
• Key metrics (ROI, timeline, budget status)​
• Top 3 achievements or highlights​
• Top 3 risks or challenges​
• Critical ask or decision needed​
​
Best Practices:​
• This slide should stand alone​
• Use visual indicators (red/yellow/green status)​
• Quantify everything possible​
• Highlight what matters most to executives 

Problem / Opportunity 
Purpose: Establish why AI initiative matters and create urgency​
Content:​
• Current state and business pain points​
• Quantified impact of problem (cost, time, quality, risk)​
• Market or competitive context if relevant​
• Why now? Why this matters strategically?​

https://warrickai.com/business-analysis-for-ai-projects/


Back to Document Index 

• Consequences of not acting​
​
Best Practices:​
• Use concrete data and examples​
• Connect to strategic priorities and goals​
• Make business case, not technical case​
• Create sense of urgency without alarmism 

AI Solution Overview 
Purpose: Describe solution at appropriate level for executive audience​
Content:​
• High-level description of AI solution (avoid technical jargon)​
• How solution addresses problem stated previously​
• Key capabilities and features (business-focused)​
• Technology approach (one sentence if needed)​
• Why this solution? Why AI specifically?​
​
Best Practices:​
• Focus on "what" and "why," minimal "how"​
• Use analogies if helpful for understanding​
• Include simple visual or diagram​
• Emphasize business outcomes, not technology 

Business Case & ROI 
Purpose: Justify investment with quantified financial impact​
Content:​
• Total investment required (development + operations)​
• Expected benefits (quantified and timebound)​
• ROI calculation and payback period​
• NPV or other financial metrics if relevant​
• Cost of inaction for comparison​
​
Best Practices:​
• Use specific numbers, not ranges when possible​
• Show calculation methodology clearly​
• Include assumptions and confidence levels​
• Compare to alternative approaches​
• Acknowledge both tangible and strategic benefits 

Implementation Timeline / Roadmap 
Purpose: Show path from current state to value delivery​
Content:​
• Major phases and milestones with dates​
• Current position on timeline​
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• Key deliverables and decision points​
• Dependencies and critical path​
• When executives will see results​
​
Best Practices:​
• Use visual timeline (Gantt-style or roadmap)​
• Show phases: planning, development, testing, rollout​
• Highlight major milestones and go-live date​
• Be realistic about timelines​
• Note governance checkpoints 

Progress Update (if applicable) 
Purpose: Demonstrate execution and build confidence in team​
Content:​
• Completed milestones since last update​
• Current sprint or phase status​
• Metrics showing progress (completion %, velocity)​
• Early wins or proof points​
• Changes from original plan and rationale​
​
Best Practices:​
• Lead with accomplishments​
• Use visuals (burndown charts, progress bars)​
• Show momentum and forward progress​
• Acknowledge changes transparently​
• Celebrate team contributions 

Risks & Mitigation 
Purpose: Build credibility through transparent risk management​
Content:​
• Top 3-5 significant risks (ranked by impact)​
• Specific mitigation strategies for each risk​
• Risk status (probability and impact assessment)​
• Contingency plans if mitigation fails​
• Escalation needs or executive support required​
​
Best Practices:​
• Be honest about real risks​
• Show proactive management, not problems​
• Focus on highest-impact risks only​
• Demonstrate thoughtful planning​
• Indicate what is under control vs. needs help 
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Next Steps & Ask 
Purpose: Drive to clear decision or action from executives​
Content:​
• Immediate next steps (next 30-60 days)​
• Specific ask from executives (approval, funding, resources)​
• Decision or input needed with deadline​
• Success criteria and accountability​
• Follow-up timeline and next checkpoint​
​
Best Practices:​
• Be explicit and specific about ask​
• Make it easy for executives to say yes​
• Provide clear options if decision involved​
• Set expectations for next interaction​
• End on positive, forward-looking note 

Appendix Slides 
Purpose: Provide supporting detail for Q&A without cluttering main deck​
Content:​
• Technical architecture details​
• Detailed financial calculations​
• Team organization and staffing​
• Detailed implementation plan​
• Competitive analysis or market research​
• Risk register with all identified risks​
• Stakeholder analysis and communication plan​
​
Best Practices:​
• Keep appendix separate from main narrative​
• Organize logically by topic​
• Reference appendix slides in speaker notes​
• Have ready but do not present unless asked​
• Ensure appendix is self-explanatory 
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5. Best Practices for Executive Presentations 

1. Lead with the Bottom Line 
Executives are time-constrained. Start with your key message, recommendation, or ask. Do 
not make them wait until the end to understand what you need. Use first slide after title to 
provide complete picture. 

2. Less is More 
Aim for 8-12 slides for typical executive presentation. Each slide should make one clear 
point. Resist urge to include everything. Additional detail belongs in appendix or separate 
deep-dive sessions. 

3. Use the Pyramid Principle 
Structure content top-down: start with conclusion, then provide supporting arguments, 
then detailed evidence. Allow executives to stop at any level based on time and interest. Do 
not build up to conclusion. 

4. Quantify Everything 
Use specific numbers and metrics wherever possible. Instead of "significant cost savings" 
say "$2.3M annual savings." Instead of "much faster" say "60% reduction in processing 
time." Data builds credibility. 

5. Make It Visual 
Use charts, diagrams, and infographics over dense text. A well-designed visual can convey 
complex information instantly. Ensure visuals are simple, clear, and directly support your 
message. 

6. Tell a Story 
Structure presentation as narrative with beginning (problem), middle (solution), and end 
(impact). Include human elements and real examples. Stories are memorable and 
persuasive. 

7. Anticipate Questions 
Think through what executives will ask and prepare answers. Have backup slides ready. 
Practice with colleagues who can play devil's advocate. Being prepared demonstrates 
competence and builds confidence. 

8. Know Your Numbers Cold 
Be prepared to defend every number, calculation, and assumption. Have supporting detail 
ready but not visible on main slides. If questioned on methodology, explain clearly and 
confidently. 
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9. Focus on Business Impact 
Frame everything in business terms: revenue, cost, risk, competitive advantage, customer 
satisfaction. Avoid technical jargon and implementation details unless specifically relevant 
to decision. 

10. Be Honest About Risks 
Executives appreciate transparency. Do not hide or minimize risks. Show you have thought 
through challenges and have mitigation plans. Credibility comes from acknowledging reality, 
not painting rosy pictures. 

11. Design for Clarity 
Use professional, consistent design throughout. Ensure readability with large fonts (min 
18pt body, 24pt+ headlines), high contrast, and ample white space. Avoid busy slides that 
distract from message. 

12. End with Clear Call to Action 
Final slide should explicitly state what you need from executives: approval, funding, 
decision, or input. Make ask specific, actionable, and time-bound. Do not end with vague 
"questions?" slide. 
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6. Common Pitfalls to Avoid 

1. Too Much Detail 
Including excessive technical detail or trying to cover every aspect of project overwhelms 
executives and obscures key messages. Stick to strategic view. Save details for appendix or 
follow-up materials. 

2. Burying the Lede 
Waiting until end of presentation to reveal ask or recommendation wastes executive time. 
Lead with what you need. Provide context second. Executives may need to leave early so 
frontload critical information. 

3. Death by Bullet Points 
Slides with 8-10 bullets and dense text are unreadable and unprofessional. Limit to 3-5 
bullets per slide, each being concise phrase rather than full sentence. Use visuals instead of 
text whenever possible. 

4. No Clear Ask 
Presentations that inform without requesting specific action or decision leave executives 
uncertain about next steps. Always include explicit ask: approval, funding, resources, 
decision, or guidance needed. 

5. Weak Business Case 
Failing to quantify benefits or justify investment with solid ROI undermines entire proposal. 
Executives make trade-offs constantly and need financial justification. Vague benefits do not 
secure resources. 

6. Ignoring Risks 
Presenting only upside without acknowledging risks signals naivety or dishonesty. 
Executives expect balanced view. Demonstrating risk awareness and mitigation planning 
builds credibility and confidence. 

7. Technical Jargon 
Using acronyms, technical terms, and implementation details alienates executive audience. 
Speak their language: business value, strategic alignment, financial impact, competitive 
position. Explain technical concepts simply. 

8. Poor Design and Readability 
Small fonts, low contrast, cluttered layouts, inconsistent formatting all signal unprofessional 
work. Executive presentations represent you and your team. Design quality matters and 
affects how message is received. 
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9. No Narrative Flow 
Random collection of slides without logical progression confuses audience. Every slide 
should connect to previous and next. Ensure clear story arc from problem through solution 
to outcome and ask. 

10. Overpromising 
Presenting unrealistic timelines, benefits, or capabilities to make case stronger backfires 
when reality emerges. Be honest about what is achievable. Credibility once lost is hard to 
rebuild. Under-promise and over-deliver. 

11. Reading Slides 
Simply reading text on slides insults audience and wastes time. Slides should be visual 
summary while speaker provides depth and nuance. Practice presentation so you can speak 
naturally without reading. 

12. No Backup Plans 
Arriving without appendix slides, supporting documentation, or answers to likely questions 
appears unprepared. Always have detailed materials ready. Better to have and not need than 
need and not have. 
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7. Appendices 

Appendix A: Presentation Design Guidelines 
Key design principles for executive presentations: 

 

Typography: Use professional fonts: Arial, Calibri, or Helvetica. Minimum 18pt for body 
text, 24pt+ for headlines. Ensure readability from back of room. Limit to 2-3 font sizes 
maximum. 

Color Palette: Use organization brand colors where appropriate. Limit to 3-4 colors plus 
black/white. Ensure high contrast between text and background. Use color purposefully to 
highlight key information. 

Visual Hierarchy: Most important information should be largest, boldest, and positioned 
prominently. Guide eye through slide with size, color, and position. Each slide should have 
clear focal point. 

White Space: Leave ample margins and spacing between elements. Resist urge to fill every 
inch. White space improves readability and focuses attention. Less cluttered slides appear 
more professional. 

Consistency: Use same layouts, fonts, colors, and style throughout. Inconsistency appears 
unprofessional and distracts from message. Apply master slide templates to ensure 
consistency. 

Data Visualization: Choose appropriate chart type: line for trends, bar for comparisons, pie 
for parts of whole. Label clearly. Remove chart junk. Use color to highlight key data points. 

Icons and Images: Use high-quality icons and images that support message. Avoid cheesy 
clip art. Ensure images are large enough to see detail. Use consistent icon style throughout. 

Appendix B: Executive Communication Tips 
Best practices for communicating with executive audiences: 

 

●​ Start strong - First 60 seconds set the tone 
●​ Be confident - You are the expert on your project 
●​ Make eye contact - Connect with individuals, not slides 
●​ Speak to audience, not to screen - Face forward 
●​ Use pauses - Allow time for key points to land 
●​ Watch for cues - Adjust based on audience engagement 
●​ Answer questions directly - Yes/no first, then elaborate 
●​ Admit when you do not know - Offer to follow up 
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●​ Stay calm under pressure - Difficult questions are not attacks 
●​ Thank them for their time - Show appreciation for attention 
●​ Respect time limits - Finish on time or early, never over 
●​ Follow up promptly - Send materials and answers same day 

Appendix C: Sample Slide Headlines 
Effective headlines drive key messages. Examples of strong versus weak headlines: 

 

Weak Headline Strong Headline 

Problem Statement Invoice processing costs $2.3M annually in 
manual labor 

Solution Overview AI automation will reduce processing time 
by 60% and costs by $1.4M 

Timeline Go-live scheduled for Q3 2026 with early 
wins in Q2 

Status Update Project is on track: 60% complete with all 
major milestones met 

Risks and Issues Top risks identified with mitigation plans in 
place 

Business Case ROI of 240% within 18 months justifies 
$800K investment 

 

Appendix D: Q&A Preparation Checklist 
Prepare answers to these common executive questions: 

 

Financial Questions: 

●​ What is the total cost and how was it calculated? 
●​ What is the ROI and when will we see it? 
●​ What are ongoing operational costs? 
●​ How does this compare to alternative solutions? 
●​ What happens if we do nothing? 

 

Risk Questions: 

●​ What are the biggest risks? 
●​ What happens if this fails? 
●​ How confident are you in the timeline? 
●​ Have we done anything like this before? 
●​ What are the dependencies and single points of failure? 
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Implementation Questions: 

●​ Who is on the team and are they qualified? 
●​ How will this impact current operations? 
●​ What is the change management plan? 
●​ How will success be measured? 
●​ When will we see tangible results? 

 

Strategic Questions: 

●​ How does this align with strategy? 
●​ What is the competitive impact? 
●​ Can this scale to other areas? 
●​ Why AI versus other approaches? 
●​ What is our long-term vision for AI? 

 

Appendix E: Professional Standards Alignment 
This template aligns with industry-standard business analysis and project management 
frameworks: 

 

BABOK (Business Analysis Body of Knowledge) Alignment: 

• Stakeholder Engagement (6.4): Communicating with stakeholders and managing 
expectations​
• Solution Evaluation (6.6): Assessing solution performance and value delivery​
• Requirements Communication (4.4): Communicating requirements and solution designs to 
stakeholders 

PMBOK (Project Management Body of Knowledge) Alignment: 

• Communications Management (10): Planning and managing project communications 
effectively​
• Stakeholder Management (13): Identifying, analyzing, and managing stakeholder 
expectations​
• Integration Management (4): Coordinating all aspects of the project plan and execution 
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8. Document Usage Rights and Disclaimer 
This Business Analysis Template for AI Projects is provided as a starter document to assist 
business analysts in assessing organizational readiness for AI adoption. 

Usage Rights: 
✓ You may freely use, modify, and customize this template for your projects 

✓ You may adapt the readiness assessment framework to fit your needs 

✓ You may incorporate this into your organizational assessment processes 

✓ You may share this template within your organization 

Restrictions: 
✗ You may not resell, redistribute, or commercialize this template 

✗ You may not claim original authorship of this framework 

✗ You may not remove these usage rights statements 

Disclaimer: 
This template is provided as-is without warranties. While it incorporates professional best 
practices for readiness assessment and organizational change management, users are 
responsible for adapting methods to their specific context. The template should be 
customized based on your unique needs and validated with appropriate subject matter 
experts including change management professionals, organizational development 
specialists, and business leaders. Readiness assessment requires understanding of both 
technical capabilities and organizational dynamics. 
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