	Planning your PowerPoint

	Persuasive Techniques!
	· The purpose of this assignment is to persuade. Be sure to use a variety of techniques.

	Know your topic
	· Students usually want to charge right in and start using PowerPoint immediately. 

· Do the research first and know your material. 

· The best classroom presentations are created by people who are comfortable with what they are going to talk about.

	PowerPoint theme
	· When you use a PowerPoint theme, choose one that complements (makes sense) with your topic.  Rainbows and cartoons do not fit in with the topics you are addressing.
· Test it ahead of time to make sure that the text will be readable (size and color) and the graphics won’t get lost in the background color. This can be distracting to the audience.

	Slide layout
	· Make your slides easy to follow. Put the title at the top where your audience expects to find it. 

· Choose a font that is simple and easy to read such as Arial, Times New Roman or Verdana. You may have a really cool font on your computer, but save it for other uses like posters or fliers.

· Don't use more than two different fonts – one for headings and another for content. 

· Keep all fonts large enough (at least 18 pt and preferably 24 pt) so that people at the back of the room will be able to read them easily.



	Limit the number of slides
	· Too many slides in a presentation might cause you to rush to get through them, and your audience might end up paying more attention to the changing slide than to what you are saying. 

· On average, one slide per minute or so is about right in a classroom presentation.

	Text on slides
	· One of the biggest mistakes students make in classroom presentations is in writing their whole speech on the slides. 

· The slide show is meant to accompany your oral presentation (speech). Write in the form of jot notes, called bullet points, on slides. 

· Use simple language and limit the number of bullets to three or four per slide. The surrounding space will make it easier to read.

	Graphics
	· Each PowerPoint presentation is limited to one video, no longer than two minutes.

· Choose pictures carefully; they should reflect what you are saying at that particular time in the speech.  A general rule is there should be no more than one graphic per slide.

· Be sure to thoroughly explain any charts or graphs that you choose to use in your presentation.

	Presentation Skills

	Eye contact
	· You don’t have to memorize your speech, but you should have rehearsed enough so that you are able to use your note cards as a guide and look at the audience.  

· You should not have your back to the audience at any point of the presentation because they will not be able to hear your voice.

	Voice


	· Speak loudly and clearly so that those furthest from you can still understand.

· Slow down!  Don’t just read from the note cards.

· Show feeling in your voice (inflection).  

· Use hand gestures to accompany what you are saying.

	Dress
	· This is a professional presentation; look your best so that people respect what you have to say.

· This does not mean you must wear a formal gown or a tuxedo, but avoid jeans and t-shirts. 


