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	PowerPoint Design Tips



PowerPoint is one of the favorite tools of presenters, but there are a number of guidelines that will make your presentation better.  While there are exceptions to these guidelines, they typically lead to readable and professional slides.

Text

· Use legible text – Sans serif fonts work best (like Arial)

· Avoid text that is all in capital letters

· Avoid italics

· Use only two types of fonts per slide

· Remember color blindness – no red on green as one example

· Remember readability – dark blue on black is not readable
· Using school colors is a popular option

· Use the “Rule of Six”- no more than 6 lines of text per slide and 6 words per line

· Headings on each slide should use the same font, size, color, and position (exception: if your presentation is broken up into distinctive parts)

· Keep font size relatively large – around 40 points

Slides

· Use landscape mode for use with projector screens

· Do not overuse the special effects – in fact none are necessary for a well-designed presentation

· Simple designs are best and easiest to prepare

· Slides should be prepared as an outline – avoid placing everything you are going to say on the slide – the temptation to “read” from the slide is too great – and why not just let the audience read the slide?

· Use graphics as much as possible to illustrate and enhance your presentation – but make sure they tell the audience something

· Avoid “eye-candy” graphics and meaningless clip art

· Use charts, graphs, symbols, equations, and pictures to sell your presentation visually
· Plan and organize your slides  - one idea per slide is best – use Outline view

· Balance the text and graphics on the slide using an appealing style

· Try to arrange the slide so the eye has a “natural” path to see what the main point of the slide is for
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