General PowerPoint Guidelines

TEXT:

Use bullets for your text – you may change the bullet type, if you like,

& it is appropriate to the topic

Bold all text

Left justify text

Use caps at the beginning of each line

No periods at the end of lines

Text should be written in phrases, not sentences (unless it is a quote)

– absolutely NO PARAGRAPHS

Font size should be at least 32 on main bulleted topics (slightly less on

subtopics is okay)

No more than 7 lines per slide (lines – not bullets)

Text should not run off the slide (check in Slideshow mode to make

sure it doesn’t)

SLIDESHOW:

All slides should follow a similar color scheme – which is pleasing to

the eye and relevant to the topic (dark text on light backgrounds,

light text on dark backgrounds – backgrounds appropriate to the topic

& not too flashy)

The same font should be used on all slides

The same type of transitions should be used between all slides (for

example, if you choose the “Cover” type transition, you may use all the

transitions that cover: “Cover Down,” “Cover Right,” “Cover Left-

Down,” etc.)

Sounds should be appropriate to topic (or omitted entirely)

Text animations should be pleasing to the eye – does not make it hard

to read

One topic per slide

Use clip art or graphics appropriate to the topic – but not necessary

on every slide
