Pointers for Successful PowerPoint Presentations

Content: 

· Remember the purpose of slides: they are for the benefit of the audience, not to help you remember your  talking points.
· A general guideline is to use no more than six lines per slide. 

· Use simple, short phrases and parallel construction. 

· Whenever possible convey ideas with images--people retain visual information better than text. 

· Use text sparingly within your graphs and charts. 

· Don’t overuse underlining, bold, colons and hyphens, select one or two for emphasis.

· Check spelling, homonyms (ie. their, they’re, there), and meaning--print a copy and ask someone else to proof it. 

Font: 

· Use Sans serif fonts such as Arial, Gill Sans, Helvetica or Geneva. They are simpler, clearer, and show up better on the screen. Serif fonts such as Times and Palatino tend to blur when projected. 

· Use fonts 24 points or larger so that your audience can read your presentation. The greater the distance, the larger the font needed. 

· Choose fonts which suit your message. What feeling tone does your font convey? A font for a humorous presentation may not be appropriate for a business meeting. 

· Use italic fonts sparingly--they can be difficult to see. 

Color: 

· Light colors on dark backgrounds are easiest for audiences to see. 

· Some males have a hard time seeing red, green, and purples. 

· Avoid colors which do not provide enough contrast. For instance, red letters on a dark blue background are almost impossible to see. 

· Be aware that colors have different meanings in different cultures. 

· Use colors which complement one another. 

· Remember that colors can set moods.
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*Adapted from Humboldt State University Library’s “Information Competence in the Professions”

http://library.humboldt.edu/ic/general_competency/ppt_pointers.html
