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Do’s and Don’ts for Power Point Presentation
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[image: image2.emf]Tips to be Covered



Presentation Structure



Slide Structure



Design



Fonts and color



Backgrounds



Graphs
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

Make your 2

nd

slide an outline of your presentation



Ex : Previous slide



Opening, Body, Summary



Follow the order of your outline for the rest of your 

presentation
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This page has too much information and too many 

words for a presentation slide. It is not written in a 

point form which makes it difficult both for your 

audience to read and for you to present. Power 

point is a good visual. When you show slides your 

audience will tend looking at them, and it will spend 

too much time trying to read and understand this 

paragraph instead of listening to you. 
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

Use 1 -2 slides per minute of your presentation



Write in point form, not complete sentences



Include maximum 5 points per slide



Avoid wordiness : use key words and phrases only
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3 Point Model

Main Module

Sub Point

Sub Point

Sub Point

Sub Point

Sub Point

Sub Point

Sub Point

Sub Point

Sub Point
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

Don’t use fancy or decorative fonts



WORDS IN CAPITAL LETTERS ARE HARD TO READ



Do not use a small font. Your audience won’t be able to read what you have written, neither will you.



Do not overuse animations
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

Avoid using more than three type sizes per frame



Use a 24 point font or larger



Use a sans – serif font such as Arial or Helvetica as 

smaller texts are the easiest to read. Larger text 

are more easily read in serried (Times New Roman) 

fonts
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

Do not use a color of font that does not contrast 

with the background



Using a different color for each point or secondary 

point is unnecessary



Avoid the use of too many colors, patterns and 

graphic in one frame
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

Use a color of font that contrasts sharply with the 

background



Use color to reinforce the logic of your structure



You may use color to emphasize words. But only use 

this occasionally
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

Avoid background that are distracting or difficult to 

read from the audience
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

Use background such as this one that are attractive 

but simple



Lighter backgrounds are more comfortable to look 

at



Use the same background consistently throughout 

you presentation
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0

0,5

1

1,5

2

2,5

3

3,5

4

4,5

5

Category 1 Category 2 Category 3 Category 4

Chart Title

Series 1 Series 2 Series 3


	

	Slide 14
	
[image: image14.emf]Graphs - Good

0

0,5

1

1,5

2

2,5

3

3,5

4

4,5

5

Category 1 Category 2 Category 3 Category 4

Series 1

Series 2

Series 3


	

	Slide 15
	
[image: image15.emf]Conclusion



Use an effective and strong closing



Summarize the main points of your presentation



Invite your audience to ask questions
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

3 point model is the magic



The golden rule in design : less is more



Your slide show is not a presentation, it is an aid


	


Slide Structure - Bad

	This page has too much information and too many words for a presentation slide. It is not written in a point form which makes it difficult both for your audience to read and for you to present. Power point is a good visual. When you show slides your audience will tend looking at them, and it will spend too much time trying to read and understand this paragraph instead of listening to you. 
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GET TO THE POINT





Presentation Structure

Make your 2nd slide an outline of your presentation

Ex : Previous slide

Opening, Body, Summary

Follow the order of your outline for the rest of your presentation

















Presentation Structure





Fonts - Good

Avoid using more than three type sizes per frame

Use a 24 point font or larger

Use a sans – serif font such as Arial or Helvetica as smaller texts are the easiest to read. Larger text are more easily read in serried (Times New Roman) fonts
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Slide Structure – Good
3 Point Model
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Slide Structure - Good

Use 1 -2 slides per minute of your presentation

Write in point form, not complete sentences

Include maximum 5 points per slide

Avoid wordiness : use key words and phrases only
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Fonts - Bad

Don’t use fancy or decorative fonts

WORDS IN CAPITAL LETTERS ARE HARD TO READ

Do not use a small font. Your audience won’t be able to read what you have written, neither will you.

Do not overuse animations













Fonts - Bad
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Background - Good

Use background such as this one that are attractive but simple

Lighter backgrounds are more comfortable to look at

Use the same background consistently throughout you presentation
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Color - Good

Use a color of font that contrasts sharply with the background

Use color to reinforce the logic of your structure

You may use color to emphasize words. But only use this occasionally
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Color - Bad

Do not use a color of font that does not contrast with the background

Using a different color for each point or secondary point is unnecessary

Avoid the use of too many colors, patterns and graphic in one frame


















Background

Avoid background that are distracting or difficult to read from the audience
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Graphs - Good
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Conclusion

Use an effective and strong closing

Summarize the main points of your presentation

Invite your audience to ask questions
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Remember

3 point model is the magic

The golden rule in design : less is more

Your slide show is not a presentation, it is an aid
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