PowerPoint Rules and Tips

Please observe these basic rules: 
· Each slide should illustrate a single point or idea.
· Use large, legible letters. 

· Do not crowd the slide.                                                                 

· Slides should have no more than 7 bullets & no more than 7 words per line.
· Keep the data on slides simple.  If you have a great deal of data, divide it among several slides.  The content of a single slide should be easily comprehended in 20 seconds.  Remember:  use no more than seven lines per slide and seven words per line!

· If your data slides are black and white, white on a black background shows up better than black on a white background.

· If your data slides are in color, use only light colors, such as white and yellow, on a dark background, such as dark blue.  Avoid overuse of colors such as red or purple.

· Keep slides with photographs as backgrounds light.  Dense or dark slides project poorly in large rooms.  

· Limit the number of slides to no more than two for each minute of your presentation.  The slides should not contain your entire presentation.  Their purpose is to support your talk and to emphasize the important points.  When presenting, you will add information orally to the points on each slide.
· Title slides should contain five or fewer words.

· Spaces between lines should be at least the height of an upper case letter.
· Do not use too many fancy transitions or images on a slide—it can be distracting.

· Check capitalization, spelling, and punctuation—English language conventions.

· Make sure you can pronounce all of the words on your slides!  PRACTICE!
