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First,  Prepare  Your  
Research  and  Topic	


 

•  Analyze audience 

•  Streamline material 

•  Create one to three main points 

•  Think:  Problem / Solution 

•  Define relevant point(s) for audience 



Anticipate  Questions	


•  Introduce topic through importance to field 

•  Think:  who, what, where, when, why, how 

•  Make material accessible through graphics 

•  Vary speed of delivery 

•  Gauge comprehension 

•  Adjust accordingly 

•  Bring it back to your discipline 



Never  Forget:	

 

You—not your media—
are your presentation  



Use  Your  Physical  Space	

•  Establish control 

•  “Aim” your voice 

•  Implement “Speaker’s Triangle” 

•  Keep your eye on your audience 

•  Control gestures 

•  Vary information delivery methods 

•  Adjust physical stance to screen location 



Use  Slides  Only  for  
Emphasis	


•  Do not overwhelm 

•  Obey “Rule of Seven” 

•  Modulate creativity, color, animation 

•  Avoid “reading” 

•  Use slides to remind of importance, relevance 

•  Make last slide “count” 



Design  Principles	

•  Less is More 

•  Arrangement/Layout 

•  Alignment 

•  Font 

•  Color 

•  Contrast 



Death  by  PowerPoint	




Not  a  Novel	




Arrangement/Layout	


Source:  The LACS Training Blog. <http://lacstrainingblog.com/2012/04/26/presentations-tips-for-effective-
 powerpoint-design/>. 2012. 

 



Arrangement/Layout	


Source:  The LACS Training Blog. 2012. <http://lacstrainingblog.com/2012/04/26/presentations-tips-for-effective-
 powerpoint-design/>. 

 



Alignment	




Contrast  and  Color	




Importance  of  Font	




Fonts  to  Avoid	

Don’t use any fonts that are hard to read.  This 
includes: 
 
•  cursive fonts, 

•  really wide fonts, 

•  really narrow fonts, 

•  fonts with really thick letters, and 

•  Fonts that are too interesting 



Look  the  Part	

•  Arrive early and stay late 

•  Dress professionally 

•  Check your details 

•  Verify technology 

•  Plan for small “failure” 

•  Engage through smiling 

•  Invite questions 



Finish  with  Grace	

•  Summarize 

•  Pose question(s) 

•  Use “factoid,” polling data, usages, to close 

•  Leave audience with value, relevance 

•  Avoid abrupt stopping 

•  Adjust dynamics for group or individual 



Factoid	

•  30 million PowerPoint presentations are made 

each day worldwide 

•  How many are successful? 



Visit  CommLab	

Make an appointment with  
the Communication Center: 

 
http://www.communicationcenter.gatech.edu/ 



 
 



Arrangement  and  Layout 
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•  Xxx 
•  Xxx	

•  Xxx 


