Designing Effective Presentations

Presentation Layout and Design

Use outlines to structure content

Write outline in advance

Use effective visuals

Visuals can add interest

Visuals can add excitement

Visuals can help audience remember

Each slide should make one point

Title reads like a headline

Grabs attention

Is informative and dynamic

Subheadings stick to point

Highlight key words

Keep slide simple

Keep them uncluttered

Spread elements out

Make elements easy to read

Limit number of words

Use around 6 words per line

Use no more than 5 to 7 lines

Edit out unneeded words

Design of text

Use only one font

Use upper and lower case letters

Sans serif face preferable

Edit and proof content

Be consistent with noun/verb phrases

Watch tense

Check spelling and punctuation

Verify accuracy of information

Don’t mix formats

Stay with horizontal or vertical

Horizontal format is preferred

Use consistent design elements

Use no more than three colors

Use colors to highlight categories

Use similar background throughout

Don’t overdesign

Use same slide transitions in body

Use elegant, simple design

Study presentation design if necessary

