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Top Eight Rules for Creating a
PowerPoint Presentation

1. Remember that youare the presenter, not PowerPoint. Use your slides to emphasize a point, keep
yourself on track, and illustrate a point with a graphicor photo. 5 2 Yy Qi NBI R GKS af AR

2. 52y QU yoif hullidhce read the slides either. Keep text to a minimum (6-8 lines per slide, no more
than 30 words per slide). The bullet points should be headlines, not news articles. Write in sentence
fragments using key words, and keep your font size 24 or bigger.

3. Make sure your presentation is easy on the eyes. Stay away from weird colors and busy backgrounds.
Use easy-to-read fonts such as Arial and Times New Roman for the bulk of your text, and, if you have to
use a funky font, use it sparingly.

4. NeverincludS ye@idKAy3a GKFG YIF{1Sa @2dz yy2dzy0Ss aL R
Make sure they can read it before you begin. Print out all your slides on standard paper, and drop
them to the floor. The slides are probably readable if you canreadthem g KA f S & 2 dzQNB a i |

5. Leave out the sound effects and background music>  dzy' f Sa & A Ucéhtent belsgplesenbe® (0 2
LT &2dz KISy Qi YIRS FNNYy3aSYSydGa gA0K GKS O2y
audience members might not be able to hear your sound effects anyway. The same goes for animated
graphics and imbedded movie files. Your sounds and animated graphics will not be functional on the
synchronized version of your webcast.

6. Sure you canmake the words boomerang onto the slide,bdzi @ 2dz R2y Qi KI @S (2o
animations if you use them at all. Remember that some of your audience may have learning disabilities
such as dyslexia, and swirling words can be a tough challenge. These animations will not be functional
in the webcast version.

7.t NE2FNBFRZ LINRP2FNBI R LINE2FNBI R@ 2 JdAIzOR YKI ¥ & Qi
during your presentation in front of 40 colleagues, with your boss in the front row.

8. Practice, practice, practice. The more times yougothrough i KS LINB &Sy il A2y X (G KS
rely on the slides for cues and the smoother your presentation will be. PowerPoint software allows you
to make notes on each slide, and you can print out the notes versions if you need help with
pronunciations or remembering what comes next.
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Places to Go for More Help

1. www.Microsoft.com for a host of free templates, tutorials, and tips on using PowerPoint software.

2. http://norvig.com/Gettysburg/ for an illuminating example of how PowerPoint can kill a presentation
(What if Abraham gave the Gettysburg Address on PowerPoint).

3. http://www.bitbetter.com/powertips.htm for more tips and tricks.

About Avenue Z Writing Solutions

Avenue Z Writing Solutions specializes in copywriting solutions for the association industry. With almost 10

years of association experience, Principal Beth Ziesenis understands associations and their communities.
Email: info@avenuez.net

Phone: 619 231 9225
Web: www.avenuez.net
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