PowerPoint Presentation Assistance

Selected items from http://www.lausd.k12.ca.us/District_8/ab75.htm
Guidelines in creating Presentations for Meetings:

Font Selection:

Use popular fonts that are Internet safe and found on nearly everyone's computer. This would include Times, Times New Roman, Helvetica, Ariel, and Verdana. Unusual fonts will be substituted on other computers changing the appearance and impact of your presentation. Limit the number of fonts to two for the entire presentation. Note what appears great to you may be rendered terribly on someone else's screen. Light colored words on dark backgrounds are better for large audiences.

Font Size:

Many meetings are held in a room that has the audience seated nearly 80 feet away from the screen. If this is the case, font size should be a minimum of 24 points.

Timing per Slide:

Some presentation trainers suggest that a slide be shown no more than seven seconds. Perhaps you might not find this possible, but be aware that brevity is virtue!

Keep It Simple:

Complexity may confuse the viewer from the focusing on your information. The files will be available for download for others to view and use at school meetings.

Placement of Graphics:

Persons living in Western Cultures have a tendency to view slides from top left to lower right. Your graphics and animations should be planned with this knowledge.

Animations:

Keep them simple and fast, and consistent. Time consuming and complex animations confuse the viewer and reduce their concentration on your message.

Transitions to Next Page:

One fast method is best. Viewers will anticipate and expect consistency so avoid multiple types of transitions.

If you have an assistant help you, have the whole page appear at once so the assistant and audience can follow your presentation.

