Powerpoint presentation checklist

Slide format
[] Start with blank slides; don’t use a PowerPoint template.

[_] Background should be a solid color and have high contrast with text (e.g., plain white
background with black or blue text).

[] Each slide should have a left-justified sentence headline (6 — 12 words) at the top that
states the main assertion of the slide. Only capitalize the first word.

[ ] Have margins.
L] Only put logos on the first slide.
Slide contents
] Put sponsors on title slide, rather than at end.
[] No outline slide.

[ Background/justification should be appropriate for audience; i.e., you do not need to
explain the first law to chemical engineers.

L] Try to include an image on every slide.

L] Are acknowledgments needed at end?

] Summary or conclusions does not need to be a bullet point list.
[] Do not use decoration like clip art.

Text on slides
[ ] Don’'t use complete sentences (except for the headline)-use short phases.
[ Make slides that reinforce your words, not repeat them.

[] Slides should have as little text as possible. Minimize bullet lists. When possible,
replace text with a figure. People remember visuals better.

[ ] Some suggestions (not rigid rules):
A table should not have more than 12-15 entries
Lists should have no more than 3 items.
Don’t have more than five lines of text.

Text fonts and color

[_] Fonts should be at least 20 point, but not larger than 28 or 32, including figure axes
and labels and tables. Largest font for slide headline, smallest for axes.

[] A test of readability it to print 6 slides per page to see if you can read all the text.
[ ] Make all fonts the same type (Arial or another sans serif font is easier to read).

[_] Capitalize only the first word in a sentence or phrase (easier to read); do not use all
caps.

[ ] Avoid red-green and yellow-blue combinations; can be difficult for color-blind people.

Graphs

[] Don’t use legends for graphs or bar charts: put labels near the data (e.g., on or to
the right of each curve in x-y plot).
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[] Make figures big enough so readable from the back of the room; usually when multiple
graphs are on a slide, the graphs are too small.

] Minimize clutter.

[] Use labels on axes sparingly (e.g., 0.2, 0.4, 0.6, 0.8 may be sufficient)
[ ] Do not use two y-axes (use 2 graphs instead)

[ ] Don’t use figures from a paper directly in a presentation.

[] Don't use more significant figures than justified (including axes labels).

[ ] To explain something complex, build (animate) the parts of your chart or diagram in
steps. For example, introduce graphs with multiple plots in multiple slides.

[] Include error bars if possible.

] Make text horizontal whenever possible.

[ ] Don’t use 3-D graphs.

] Don’t use gridlines or a border.

[] Make bar graphs horizontal and put text directly on bars.

Preparing your talk
] Devote more than half your presentation time to your 2 or 4 points.
[ ] Make simple slides: one idea per slide.
[] Don’t present too much data.
[ ] Rehearse every talk.

When presenting

[] Information is more difficult to process if presented in both spoken and written form at
the same time. Reading text on a slide makes it harder for the audience to follow.

[_] Make eye contact with the audience.

[] For each graph, tell what the axes are and explain what each curve is.
[ ] If something is on a slide, you should talk about it; otherwise remove it.
L1 If using computer pointer, make it large enough to see and don’t use red.
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Fonts should be at least 20 point, but no larger than 32 pt
Use Arial font (or other sans serif font), don’t change fonts
Don’t use serif fonts like Times New Roman
Only capitalize first word in sentence or phase

Don't Capitalize Each Word

DON'T USE ALL CAPS
Left justify text

Do not center text

High contrast (black text on white or light yellow background)
Don'’t use red or black on blue
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Each slide should have a sentence headline that states the main assertion of

the slide. Don’t use headings like introduction, background, etc.
no more than 2 lines of text
It is more difficult to process information if it is presented both in both spoken

and written form at the same time. Reading the information on a slide makes
it harder for the audience to follow. ‘ no more than 2 lines of text together ‘

Make simple slides: one idea per slide
Try to include an image on every slide
As little text as possible on slide
Don’t use Powerpoint templates




