Presentation Tips
Control the flow of information

· Plan your presentation so that one point is displayed at a time
· Audiences almost always read every slide as soon as it is displayed.  If all five points are listed and presented at the same time, your audience will be steps ahead of you and waiting for you to catch up.  
· Remember: if the audience can view the slides and already knows everything the presenter is going to say, then they don’t need a presenter. PowerPoint slides are meant to outline the highlights and main points of your presentation
· Use bullets
· Bullet points can be revealed one at a time as you reach them
· If you are using charts or tables,  you should put them on slides by themselves
· Make sure that the audience can easily read any charts and tables you use
· General Rule: Six lines to a slide. 
· No paragraphs.  No full sentences.

· One expert illustrates the outcome of using paragraphs in presentations, “Congratulations. You’ve just killed a roomful of people. Cause of death: terminal boredom poisoning.” 
· Save the paragraphs for your script. PowerPoint as functions to display notes onto the presenter’s screen that do not get sent to the projector, or you can use note cards, a separate word processor document, or your memory
Pay attention to design
· Please use one of St. Luke’s presentation templates

· Focus on simple and basic –  Avoid clutter

· A headline, a few bullet points, maybe an image – anything more than that and you risk losing your audience as they sort it all out.

· Fonts
· Use a sans serif font (Frutiger, Arial, Verdana)
· Font size 
· Title:  40 point

· Subtitle or bullet point: 32 point

· Content text:  24 point

· NOT recommended: 12 point
· Combining small font sizes with bold or italics is not recommended 
