[bookmark: _GoBack]	Tips for PowerPoint Design
Organization
	
	Yes
	No

	Have an opening slide and an agenda slide 
	
	

	Have page numbers on your slides
	
	

	Have a summary slide or an ending slide
	
	


Follow the idea of “tell them what you are going to say, tell it to them, and tell them what you said.”
Slide Design
	
	Yes
	No

	6 x 6 rule for bullets -- One thought per line with no more than 6 words per line and no more than 6 lines per slide 
	
	

	Keep the background consistent and subtle

	
	

	Choose a template theme that matches with your topic

	
	

	Try to use the same style graphics throughout the presentation (e.g. cartoon, photographs)
	
	

	Limit the number of graphics on each slide

	
	

	Check all graphics on a projection screen before the actual presentation
 
	
	

	Avoid flashy graphics and noisy animation effects

	
	

	Don’t use transitions for each slide.  Use them sparingly or not at all.
	
	



Fonts
	
	Yes
	No

	Select sans-serif fonts such as Arial or Helvetica 
                                                                                 Avoid serif fonts like Times New Roman
	
	

	Use no font size smaller than 24 point

	
	

	Use a larger font (35-45 points) or different color for the title.

	
	

	Use the same style and size of font for your headers

	
	

	Use the same style of font for your body text

	
	

	Use different colors, sizes and styles for impact only

	
	

	If you want to use all capital letters – they should only be used for headers
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