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Guidelines for PowerPoint
Presentations

Preparation
Keep it clear and simple!
The aim is to get your message across not to show clever 
features your presentation software can do.
Over use of PowerPoint features is annoying and 
distracting.
PowerPoint is a tool to help listeners see and understand 
what you are saying. If the slide is not clear, your message 
will be lost.

The Rules
• Make a title slide to introduce your talk and set the 

scene. Put it up when you are ready to start to get the 
audience's attention

• Headings should be short. Don't write in sentences, use 
key words to focus attention

• Decide what main points you want to get cross and plan 
slides, which illustrate those points concisely and 
clearly

• Keep it simple. Most slides are up for fewer than 90 
seconds, you need to give your audience time to read 
the information and still be able to listen to you

• Tables are difficult to read if they have more than four 
columns. Avoid taking tables straight from a journal as 
they are usually difficult to understand

• Information on graphs should be minimised to a few 
clear lines. Use different colours, clearly quantify and 
label axes to ensure they are easily understood

• Pictures and photographs can add impact, but be wary 
of over using. Ask yourself if they assist with the talk

• Allocate one slide per minute and be prepared to leave 
slides out if you are running out of time. Remember the 
most important slides are often at the end in the 
conclusions and implications

• A plain background is best for text and diagrams
• Check that the text can be easily read
• Only use standard fonts and don't make the text too 

small
• Test your presentation to make sure it can be seen 

clearly from the back of the room
• Learn from others. If you see a good presentation use the 

ideas. Get help from colleagues and remember not to be 
too ambitious

• If you are building text up on a slide then bring the text in 
from the right. Avoid flying, dissolving or other effects. 
Building a slide an be a good way to reveal information 
gradually, make sure you bring the information in a 
logical way

• Slides should complement a talk - don't just read out 
what is written on the slide.
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