BLUCACTUS USA | PRESENTATION DESIGN
Speaker Deck QA Readiness Checklist + Tracker
A practical working document for conference and event teams preparing multiple speaker presentations for QA, cleanup, standardization, design escalation, and production handoff.
	How to use this document
Complete it with your internal team, paste the relevant sections into an event brief or RFP, or share the document with your presentation, event, production, or AV partners.


1. Speaker deck QA readiness check
Mark one option for each question. A few "No" or "Needs decision" answers do not automatically stop the project, but they show where the workflow still needs ownership or rules.
	Question
	Yes
	No
	Needs decision

	Do we know the approximate number of speakers, decks, and slides?
	☐
	☐
	☐

	Is there one controlled route for speaker submissions?
	☐
	☐
	☐

	Is the final event template approved and stable?
	☐
	☐
	☐

	Does every presentation have a named owner?
	☐
	☐
	☐

	Do we know which file is the active approved version?
	☐
	☐
	☐

	Are speaker, rehearsal, QA, approval, and production deadlines separated?
	☐
	☐
	☐

	Is it clear what the QA team may correct without another approval round?
	☐
	☐
	☐

	Is there a rule for late files and replacements after approval?
	☐
	☐
	☐


2. Event and timing
	Event name
	________________________________________________

	Event date
	________________________________________________

	Time zone
	________________________________________________

	Speaker submission deadline
	________________________________________________

	Rehearsal date
	________________________________________________

	QA completion deadline
	________________________________________________

	Approval deadline
	________________________________________________

	Production handoff
	________________________________________________


3. Speakers and workload
	Estimated speakers
	________________________________________________

	Estimated decks
	________________________________________________

	Estimated total slides
	________________________________________________

	Expected late submissions
	________________________________________________


☐ Speaker/session inventory exists
☐ Every presentation has a named owner
☐ Keynotes and executive decks are identified separately
☐ Media-heavy, chart-heavy, or high-complexity decks are flagged
4. Template and QA scope
Final template approved?  ☐ Yes    ☐ No    ☐ In progress
Brand guidelines supplied?  ☐ Yes    ☐ No
Fonts supplied or confirmed?  ☐ Yes    ☐ No
Required support may include:
☐ Compliance check
☐ Minor formatting cleanup
☐ Moderate cleanup
☐ Design escalation
☐ Keynote or executive presentation work
☐ Other: ________________________________________________


5. Files and version control
☐ One submission route is defined
☐ Accepted file formats are documented
☐ File-naming convention is agreed
☐ Folder structure or repository is agreed
☐ Active-version owner is named
☐ Approved-file replacement rule is defined
☐ Late-change process is defined
6. Approvals and escalation
	Operational owner
	________________________________________________

	Design approver
	________________________________________________

	Speaker contact owner
	________________________________________________

	Executive approver
	________________________________________________

	Specialist reviewer(s)
	________________________________________________

	Production owner
	________________________________________________


☐ Minor corrections may proceed under defined authority
☐ Design changes have a named approver
☐ Missing content has an escalation route
☐ Specialist questions have the correct qualified reviewer
7. Confidentiality and production
NDA status:  ☐ Required    ☐ Not required    ☐ Already executed
☐ Confidentiality classifications are defined
☐ Transfer and access rules are documented
☐ PowerPoint version is confirmed
☐ Aspect ratio is confirmed
☐ Fonts are available in the production environment
☐ Video and audio requirements are documented
☐ Accessibility requirements are documented
☐ PDF or other backup format is defined
8. Final handoff
☐ Reviewed PPTX files
☐ Standardized or cleaned decks
☐ Production-ready session folders
☐ PDF backups
☐ QA tracker
☐ Issue log
☐ Unresolved-items list
☐ Final file index
☐ Keynote files, if separately scoped
☐ Other: ________________________________________________
	Working rule: The purpose of this checklist is to make missing decisions visible before they become production problems. It does not imply that every item must be finalized before an initial scope discussion.


Project notes and unresolved decisions
Use this area for open decisions that need an owner before production handoff.
	Open decision / issue
	Owner
	Due date
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BLUCACTUS USA | SPEAKER DECK QA
Speaker Deck Status Tracker
Use one row per presentation. Duplicate or expand the table as needed for the event.
	Speaker
	Session
	Deck received
	Current version
	Slides
	QA level
	Open issue
	Approval
	Rehearsal-ready
	Production-ready
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Suggested QA levels: Pass | Minor cleanup | Moderate cleanup | Design escalation | Client/content issue
Suggested status language: Incoming | Under review | Waiting for speaker | Waiting for client | Design escalation | Approved | Production-ready | Archive
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