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Tips for Effective Presentations

Based upon evaluations/feedback from previous forums, here are some tips you might find helpful.

· KISS (Keep It Short & Simple). Keep the focus on the subject matter, not on the "bells and whistles" (special effects). Keep each slide as simple as possible. Not more than one concept per slide. Use points and keywords, not complete sentences.

· Minimize font types, colours, sizes and styles. No more than two font types. Be consistent.

· Avoid using all upper case, even in titles. All upper case is more difficult to read and can give the impression of shouting.

· For slides, use a light colour for text, a dark colour for background. It's easier on the eyes. Maximize contrast.

· On slides, use a serif font, like Times New Roman, for titles. Use a sans-serif font, like Arial, for body text.

· On any projected image, remember The Rule of 8 (7, plus or minus 2)

· Not more than 8 lines per slide

· Not more than 8 words per line

· Readable at a distance 8 x height of slide

· Keep text animations to a minimum and keep them more-or-less consistent from slide to slide.

· Provide a handout. Summarize your main points on a single page. Include your contact information.

· Distribute handouts after, not before, your session. Helps prevent "hit and runs."

· Make sure everyone can hear you.

· Observe time constraints. Leave your audience wanting more.
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