Power Point is a visual aid, its purpose it to eagite speaking points. It should
never replace or distract from your speech. Yaukhnever have a slide just for
the sake of having a slide. | would argue thauabalf of the slides that speakers
use do not even need to be there.

Note cards should be used for the key parts of gpaech. Note cards are notes
for the speaker and Power Point slides are notatécaudience. The purpose is
different so the content should be different.
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The most important thing about Power Point is ®iisparingly._Youiare the
speaker and yoare making the speech, Power Point is to accantsmeech
neverto replace your speech. The wrong use of Powart Rales the attention
away from what your saying and puts it onto youdes.
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Speakers should print off their slides as a handodtkeep that with them as they
speak. It makes a speaker look unprepared whegrclick and are surprised at
which slide pops up. Sometimes its best to havelide at all.

Printer

Hame: % hpLasarlet 1320 PCL 6 (Copy 1) A
Click on File >>>>> Print >>>>> 2
Type: hp Laserdet 1320 PCL & —

When the box appears, use the drop || whe= pors.ae -
down list to set the following items comnents Clieane

Print range Zopies
®al Orcurvent slide () Seleckion Humber of copies:
H 1] ”
Print What : “Handouts. >
T :
Color/ Grayscale: “Pure black and O sis: .'H.E
1ta” Enter slide numbers andfor slide ranges. For example 1
white it *
uo Kn [#] Collate
Print what: Handouts
Handouts b Slides per page: |6 W
Colorjgrayscale: order:  (3) Horizontal () Wertical CEE
Pure Black and White  «

[J5cale ta fit paper
Frame slides
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The font size for Power Point should be at leagb@8at
and 32 point font for a large auditorium.

Use 28 Point Font or Larger

= These words are too small to read
= Putting little words often causes overcrowding
= Little words cannot be seen by people on the back row

= Overwhelming people with little words can be annoying
= Be sure that you use a plain font of 28 point or larger

= Use 32 point font for larger auditoriums

= There are too many words on this slide

Research demonstrates that people can best readgrits on projected material.
Use Arial, Tahoma, or Veranda or other plain fdotsslides.

Use A Plain Font

Plain Fonts Fonts That Have
Tails

Arial
Verdana
Helvetica

Century Gothic Sylfaen

Times New Romans
Lucinda
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Rarely should you ever put a full sentence on ad?d®wint. The exception is an
important quote. Other than that, you should udg lorief points. Remember,
you say the sentence and the few words on thersaregust visual anchors to
help the audience remember your point. As a rideyat put more than six words
across and six words down.

Follow the Six by Six Rule

No More Than Six Words

Across

And Six

Words Down

Whoa! There are too
many words on that
slide.
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Why Legalize Marijuana* Am | supposed to listen

to the speaker or read
the slide?

10. Prohibition has failed to control the use and domestic
production of marijuana. The government has tried to
use criminal penalties to prevent marijuana use for
over 75 years and yet: marijuana is now used by over
25 million people annually, cannabis is currently the
largest cash crop in the United States, and marijuana
is grown all over the planet. Claims that marijuana
prohibition is a successful policy are ludicrous and
unsupported by the facts, and the idea that marijuana
will soon be eliminated from America and the rest of
the world is a ridiculous fantasy.

From High Times. September 1, 2007.
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Always put one to twdlank slides at then end of the presentation ab th
audience does not have to see “end of show”

End of slideshow, click to exit
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You do not need to have a visual behind you thelevtime that you are speaking. A lot
of the time, the pictures or words actually distfaem what you are saying. Blank out
the screen or insert a black slide in between sladeneeded.

Never have a
slide behind you
just because
you like to play

with Power

Point.

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.
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Pixilated pictures look unprofessional and tackyki sure pictures are clear and are
large enough to see. If the audience can’t see’svhaing on in the picture, they may
become frustrated with you and your speech.
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| want to highlight just how odd it looks when a&foire is put on the water or sky
background. When using photos, its best to stighdao backgrounds.
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Red, orange, and green rarely project well on mogectors (there are
exceptions of course). It is best not to pick tresgour background. White can
also be dangerous in that sometimes it flares #mer times it looks gray and
dirty. Black and navy backgrounds work the bestlbprojectors and room

types.
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If one slide has a yellow background and the nastdblue background, it makes
the presentation look broken. In addition, the colariations can be hard on the
viewer's eye. Keeping similar color and style idesbackgrounds makes the

presentation look professional.
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True, not all clip art is cheesy, just most oflityou do choose to use it, step back
and look at it and ask yourself, “Does this clipf@oject the image that | am
going for?” A lot of the time, people use clip pr$t so they will have something
on the slide. As a guideline, nice photos look enarofessional.
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There is rarely an occasion where flying words smahnd effects are appropriate.

Most of the time special effects are distracting annoying. At best, they are
just unprofessional.

Please don’t make
your letters fly in...

It's annoying!



Are you having a cover slide just for the sakbaving one? If this is the
case, the answer is clearly, “no.” If your covetdelhas the date and the occasion
of the speech, then it bores us from the very.dfaybu use your cover slide for
your name and email address for the audience tgogetinformation, you should
ask yourself, “If my email address is important eglo for them to have,
shouldn’t I give it to them as a handout or bussneerd?” If you are going to
tease the audience with a question and the cadergves it away, you should
use a blank or black slide first. Just because P&oant offers a cover slide,
doesn’t mean you should use a cover slide. P.®reldre some occasions where
a cover slide seems to be the standard—professtonédrences for example.

0

If your cover slide engages the audience aadisithem into your topic,
it can be useful. If your cover slide has a greaphic or engaging picture, it can
cause the audience to be hungry for what you areggo speak about. If your
cover slide is at a conference and the title orr gtide lets people know that they
are in the right place, it can be helpful. Whatexas do, make it purposeful and
make sure it contributes to your speech.



GOOD SLIDES

SLIDES NEEDING

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.

IMPROVEMENT

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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