PowerPoint Presentation Essentials

Content
· Consider your audience: Make your presentation relevant to your audience. Ex: If you are talking to college students, don’t teach them how to raise kids. Explain technical terms audience may not understand. Avoid topics audience isn’t interested in.
· Highlight key points: Your presentation should highlight key points, not state word for word what you’re saying. The PowerPoint should never have more information than you are actually presenting. The content should serve as an outline. If there is too much information, people will be too busy reading your slide to pay attention to what you are saying.

· Introduce with attention getter: get audience’s attention. Various methods: joke, question, story, startling statistics

· Introduce outline of your presentation to audience at beginning of presentation:

1) Problem/Topic 2) Scope of Presentation 3)Key Points 4) Analysis 5) Conclusion

· Guide audience: Tell audience what you are going to tell them. 

· Introduction: Tell audience what you will cover during presentation

· Ex: “Today, we will discuss the issue of crime, we will analyze it in terms of causes, effects, solutions, and future trends”
· After each point: paraphrase point you just covered and introduce new point

· Ex: ”Now that I have talked to you about the causes of crime, John will talk to you about the effects of crime”

· Conclusion: rephrase what presentation was about

· Ex: “I hope that you now know more about the causes, effects, solutions, and the future of crime”
*Guiding the audience may seem very repetitive, but it s actually very helpful to the audience in better following and understanding your presentation. 

Format

· Readable Font: Use Sans Serif fonts (fonts w/o dangling lines); ex: “ T ” preferred to ” T ”.
· Large Font: Headings should be 32 pt./ Sub headings: 30 pt. /Text: 28 pt. or larger. Text on maps/charts should adhere to these guidelines. 
· Minimal Text: No more than 7 lines of text per slide, 6 words per line. Avoid putting information in columns if possible, may be confusing.

· Begin each line with the same part of speech, preferably verbs to create parallelism
· “Talking Headings”: Headings should make a point (not simply 1 word)
Design

· Contrasting colors: Text and background should be of high contrast. If the background is dark, the text should be very light in color. If the background is light, the text should be very dark.
· No animation effects. They simply distract from the presentation.
· Minimal pictures. They should be present only if they contribute to the point you are making.
· Continuity: There should be continuity from slide to slide. 
· Background should be the same on all slides

· Headings, subheadings, and logos should be the same.

· Margins, and fonts should be consistent






