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PowerPoint presentations have become an indispensable tool in giving speeches, and this memo offers guidelines to help you prepare effective slides. 

Planning your presentation


· Developing the text for a slide presentation is much like preparing an outline for a paper. The text should feature the main points that will organize your talk, supported by short, bulleted backup points.  


· There is no substitute for advance planning. Start at least 48 hours before your deadline to put together a good presentation that incorporates both visuals and text. 


· Commit to using enough slides to keep the visuals moving.  People get antsy if they have to look at the same slide for more than one minute. PowerPoint slides are cheap; use them generously.


Format

· Good visuals should be the centerpiece of your presentation.  Interesting charts, graphs, maps, photographs, or even cartoons will be the images that stay with your audience. 


· Use a clean font with few serifs, i.e., crisp Arial rather than old-fashioned Times Roman

· Use capital letters sparingly.  Text is easier to read if you use sentence case.  Capitalize the first letter and then proper names and titles only.


· Make it pretty. Microsoft provides many choices for backgrounds.  It is important to pick a background that makes your presentation appealing.  Dark backgrounds are better than white backgrounds. In a darkened room, your text or images will show up better, and it’s easier on your audience’s eyes.


· Near the beginning of your presentation, give your audience a road-map of your presentation, listing the three key points that you plan to cover.


· Brevity is vital:  Slides that have more than three bullets per slide will make the text hard to read.  Use shorthand on the slides; you can amplify verbally.


· Use type faces larger than 30 points, ideally 36 or 40 point, for text. 


Visuals
· If you use only text, you lose most of the impact of doing a visual presentation.  Borrow some of our slides or create your own, but use pictures!
 

· If you use a chart or diagram that is complicated, you can leave it on the screen longer.  If you are going to talk about different parts of a complex slide, you can break it up into several slides to blow up sections of the diagram or chart to focus on the particular points you are discussing.

· If you make a series of points, it is important to show visuals to support them or list them in bulleted text.


· You can create animation even with text slides by going to the Slide Show menu and selecting Custom Animation.  You can show each line of text separately, allow text to fly onto the screen, and endless other options.

· Each presentation should end with a blank slide of the same background format that you have used (usually the last choice in the menu of slide formats), that you can leave on the screen until the Q&A is over.  As an option, you can put your name and contact information on this last slide.


· The audience appreciates it when you have handouts from your PowerPoint presentation to help with note-taking.  From the print screen, click “Handouts” (2 per page is best) and “Black and White” to get the best hardcopy handout.

Good luck!
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