PowerPoint Composition Guidelines


1. When selecting colors, always create dramatic contrast. All text and images must be easily viewable in a lighted room.

2. Slides should be graphic intensive rather than text intensive.
3. Spell-check your slides.
4. Fill the space with your material (text and graphics). All slides should have both text and graphics. Minimize empty space.
5. Use conventional fonts. If the font you use is not available on the presentation computer, it will use a default font, which may be unintelligible.

6. Use upper and lower case for main text, as it is easier to read. You may use caps in titles. Fonts with serifs will provide an easier read than non serif fonts.
7. Use a minimum of 36 pt. type. Your text should be as large as possible.
8. Your images will need to be larger than 150kb. Enlarged images that appear to pixilate around the edges of the subjects are too small for projection. Use a larger file size. 
9. If you choose animations, make sure they function quickly and not repeatedly. Movement on screen should not distract the audience.
10. Do not include slide titles such as “Introduction,” “Body,” “Conclusion” or “The End”.
