Tips for Designing PowerPoint Presentations

· Every presentation should have a title slide that includes one’s name. Make sure the title relates to the presentation content. Text on titles should no smaller than 36 point – using 44+ point size font is even better. 
The best size really depends on your font.
· Every presentation should include an introduction slide (table of contents).

· Keep the background simple; making sure the text can be seen clearly – especially with CUSTOM backgrounds.
· Avoid long lines of text.  Avoid too many lines of text. NO MORE THAN 7 WORDS PER BULLET, NO MORE THAN 7 BULLETS PER SLIDE!
· Never use a single bullet; don’t use more than three levels of bullets.
· Avoid small text. Text on slides should be no smaller than 24 points – even bigger is often better!
· Use consistent wording and capitalization in titles and bulleted text.
· Never use periods at the end of bullets or titles.
· Choose a font that is easy to read – anything “fancy” is not recommended.
· Be consistent with color and text attributes. Use bold and italics sparingly for emphasis.

· Use no more than three type fonts and styles.
· Uppercase letters are less distinct, and therefore, more difficult to read than lowercase letters. For emphasis, it is acceptable to use all uppercase letters in short titles. 
· Capitalize only the first letter in all words in long titles (except words such as “a, the, an”).
· Use clip art that relates to the content and doesn’t distract from the message. Avoid the temptation to “jazz up” a slide show with too much clip art.
· Use caution when using timing and animation. Remember, less is best.
· Slide Transition effects – use sparingly and ONLY when they ADD to the effectiveness of your presentation material. Again, less is best!
· Keep charts simple. The most effective charts are pie charts with three or four slices and column charts with three or four columns.
· Your final slide should provide a recommendation and/or summary. You always need a closing slide.
· Presentation graphics help people see what they hear.
· People remember:

· 10% of what they read

· 20% of what they hear

· 30% of what they see 

· 70% of what they see and hear
