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Power Point is a visual aid, its purpose it to emphasize speaking points.  It should 
never replace or distract from your speech.  You should never have a slide just for 
the sake of having a slide.  I would argue that about half of the slides that speakers 
use do not even need to be there.   
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Note cards should be used for the key parts of your speech. Note cards are notes 
for the speaker and Power Point slides are notes for the audience.  The purpose is 
different so the content should be different.   
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The most important thing about Power Point is to use it sparingly.  You are the 
speaker and you are making the speech, Power Point is to accent your speech 
never to replace your speech. The wrong use of Power Point takes the attention 
away from what your saying and puts it onto your slides.  

�
���
���#	����!���	��$�	��
�����	���!���!�

Speakers should print off their slides as a handout and keep that with them as they 
speak.  It makes a speaker look unprepared when they click and are surprised at 
which slide pops up. Sometimes its best to have no slide at all.  
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Click on File >>>>> Print >>>>> 
When the box appears, use the drop 
down list to set the following items   
 
Print What : “Handouts.”  
Color/ Grayscale:  “Pure black and 
white” 
 “OK” �
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The font size for Power Point should be at least 28 point  
and 32 point font for a large auditorium. 
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Research demonstrates that people can best read plain fonts on projected material.  

Use Arial, Tahoma, or Veranda or other plain fonts for slides. 
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Rarely should you ever put a full sentence on a Power Point.  The exception is an 
important quote.  Other than that, you should use only brief points.  Remember, 
you say the sentence and the few words on the screen are just visual anchors to 

help the audience remember your point. As a rule, do not put more than six words 
across and six words down.  

Whoa!  There are too 
many words on that 

slide. 
 

Am I supposed to listen 
to the speaker or read 

the slide? 
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Always put one to two blank slides at then end of the presentation so that 

audience does not have to see “end of show” 
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You do not need to have a visual behind you the whole time that you are speaking. A lot 
of the time, the pictures or words actually distract from what you are saying.  Blank out 

the screen or insert a black slide in between slides as needed.   

When your slide has nothing to 
do with what you are saying, it 
divides my attention. Help me 

keep my focus on you and what 
you are saying by using a blank 
slide or by blanking the screen.  

Never have a 
slide behind you 

just because 
you like to play 

with Power 
Point. 
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Pixilated pictures look unprofessional and tacky. Make sure pictures are clear and are 
large enough to see. If the audience can’t see what’s going on in the picture, they may 

become frustrated with you and your speech.  
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I want to highlight just how odd it looks when a picture is put on the water or sky 

background. When using photos, its best to stick to plain backgrounds. 
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Red, orange, and green rarely project well on most projectors (there are 

exceptions of course). It is best not to pick these as your background.  White can 
also be dangerous in that sometimes it flares and other times it looks gray and 
dirty.  Black and navy backgrounds work the best for all projectors and room 

types. 
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If one slide has a yellow background and the next has a blue background, it makes 
the presentation look broken. In addition, the color variations can be hard on the 
viewer’s eye.  Keeping similar color and style on slide backgrounds makes the 
presentation look professional.  
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True, not all clip art is cheesy, just most of it.  If you do choose to use it, step back 
and look at it and ask yourself, “Does this clip art project the image that I am 
going for?”  A lot of the time, people use clip art just so they will have something 
on the slide.  As a guideline, nice photos look more professional.   
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There is rarely an occasion where flying words and sound effects are appropriate.  
Most of the time special effects are distracting and annoying.  At best, they are 

just unprofessional. 
 

Please don’t make 
your letters fly in… 

 
It’s annoying! 
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���    Are you having a cover slide just for the sake of having one?  If this is the 
case, the answer is clearly, “no.” If your cover slide has the date and the occasion 
of the speech, then it bores us from the very start. If you use your cover slide for 
your name and email address for the audience to get your information, you should 
ask yourself, “If my email address is important enough for them to have, 
shouldn’t I give it to them as a handout or business card?”  If you are going to 
tease the audience with a question and the cover slide gives it away, you should 
use a blank or black slide first. Just because Power Point offers a cover slide, 
doesn’t mean you should use a cover slide. P.S.  There are some occasions where 
a cover slide seems to be the standard—professional conferences for example.  
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����     If your cover slide engages the audience and draws them into your topic, 
it can be useful. If your cover slide has a great graphic or engaging picture, it can 
cause the audience to be hungry for what you are going to speak about.  If your 
cover slide is at a conference and the title on your slide lets people know that they 
are in the right place, it can be helpful. Whatever you do, make it purposeful and 
make sure it contributes to your speech.     
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GOOD SLIDES  SLIDES NEEDING 
IMPROVEMENT 

 
Visually balanced.  Key information for the 

speaker to highlight. White background may 
turn gray upon projection.   

 
 
A nice clear chart.  Speaker will project this 
slide and then tell how it applies to the speech.   
 

 
 
Nice graphic. The speaker can use this to 
explain a difficult concept.  
 

 

  
Too much information. No need for full 

sentences.  Should use plain font. 
 

 
 

Too much unnecessary information on the 
slide.  The speaker should speak the 

sentence rather than putting it up on the slide. 
 

 
 
 

No bullet for only one point.  Stick with plain 
font. Otherwise nice design.  
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