Design Tips for PowerPoint

Background

· The background of the slide should be simple, and appropriate for the topic.  It should not detract from text or graphics.  
· Use the same background on all slides.  

Text
· Use contrasting colors for text and background so the text will be easy to read (dark backgrounds need light text; light backgrounds need dark text). Use the same colors throughout.

· Use a font size large enough to be seen from the back of the room where the presentation will be held.  Size 24 or larger is recommended.

· Don’t mix lots of different fonts.  No more than 2.

· Keep text simple by not using many different text effects, such as bold, Italics, or underlining.

· Don’t use all capitals for text.

Graphics
· Graphics should support the topic and be properly placed.  

· Keep the size of the graphics reasonable.  They should not overpower the text.

· Cite (URL address) all graphics that are taken from the Internet. Place citing below the picture, then group together.
Animation and Transitions
· Use appropriate animations (Swivel, Crawl, Flash Once, and Zoom Out are not recommended).

· Animations should not cross over objects already on the slide.

· Graphic and citing (URL and/or caption) should be grouped so they animate together.

· The title on a slide should come in first.

· Text should not come in one letter at a time.

· Use simple slide transitions (you can choose one and apply to all slides).

Information
· Keep bulleted information simple (short phrases). Add supporting details when you present.

· Use proper grammar, capitalization, and spelling.

· Avoid cluttering slides with too much text or graphics. Your audience should hear what you have to say and not be distracted by a busy screen.
