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In-Flight Information: 

Tips for designing and delivering presentations

	Choose a good font
	Use a sans-serif True Type font for on-screen presentations. Good examples are:

Verdana

Arial

Tahoma 

For short sprints, such as bullet points, a sans serif is easier to read and has more impact. 

Serif fonts such as Times New Roman are easier to read for blocks of text - that’s why most newspapers use them. The ‘serifs’ lead the eye from one word to the next. 

	Choose a good size of type
	No less than 18 points : Minimum size for overhead projection is 18 points; smaller than that and it will annoy an audience because they cannot read it

	Enhancing text
	Don’t use italics for impact: Italics don’t emphasise - they are visually weak. Use bold or large type to enhance text

	Keep it simple
	Use an absolute maximum of 3 fonts: using lots of fonts is confusing and looks unprofessional.

Use one-line bullet points.

Have a maximum of 6 or 7 bullet points. It doesn’t hurt to have an extra slide to show.

Don’t use paragraphs on slides. The audience will read a paragraph and not listen.

	Punctuation
	Don’t use unnecessary punctuation!!!

Sentence case is grammatically correct

Title Case Is Incorrect And Is Difficult To Read Fluently


	Visual effects
	Use Lots of ‘white space’ between objects, i.e. don't clutter the slide

Create presentations based on a template or apply a design later. White does not make a good background.

For onscreen presentations, have a dark background with light text - it is easier on the eye than the other way around

End with a blank, black slide

Where bullet points are present, make use of the dim feature to dim the previous bullet point as you go through a bulleted list

	Know your environment
	Always think ahead, check the projector and machine (if not your own) that the presentation is to run in. Check the lighting in the room and find out how to control it. 

	Engage the audience
	Don’t put a very complex or busy slide on the screen and then expect your audience to listen to you; they won’t. They will be reading the slide. Similarly, don’t put a lot of text on the screen and then read it aloud. Your audience can probably read – review the tips for using bulleted text.

	Get it right!
	Check facts and figures – Get it right! Proof read your material, spell check it and then proof read again and get someone else to read it. If you don’t proof read, your audience will! Never let typing errors get through! They are very distracting - your audience will only remember the mistake – not the message – and will spend the rest of the time trying to spot more mistakes.

	Respect your audience
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	Keep diagrams simple

Keep charts simple but easy to understand

Use drawing and colour if appropriate

Your audience will remember key points in a presentation.
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