

Tips for Designing a Good Presentation 
Tip #1 – Layout
· Have a plan of what you’re going to present. 

· Decide on beginning, middle, and end of presentation. 

Tip #2 – Font
· Use consistent font, background, design, and color scheme. 

· Size should be large enough for everybody to be able to read – don’t try to cram too much on a slide – use more than one slide.

· Color should be contrasting the background.

· This makes the presentation more appealing to the audience.

Tip #3 – Information
· Use Keywords and Phrases. 

· Only use facts. Don't put in everything you are going to say.  Remember, your PowerPoint is a visual aid – YOU are doing the presenting!

· Use Bullets Whenever Possible. 

· The Bullets and Separate and Organize the info.

· Audience can follow main ideas by reading the bullet points. 

Tip #4 – Contrast
· Don't use pictures for backgrounds unless it is a consistant color.

· Light Background, dark text. 

· Dark Background, light text. 

Tip #5 – Test Slide Show Before Presenting
· Make sure slides transition properly if you use transition. 

· Do not use automatic timing – only use automatic timing if your presentation doesn't require a speaker.

Tip #6 – Spell Check
· Always use the PowerPoint Spell Checker.

· Always proofread each slide after using the Checker.

Tip #7 – Choose Animation's, Transitions, Backgrounds Carefully
· Too much Animation can be distracting. 

· Be careful with Backgrounds.  Your Backgrounds can be too “busy” and make your slide hard to read.

Tip #8 – Multimedia Elements
· Only add elements that add to the presentation. 

· Choose graphics carefully. 
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