PowerPoint  “Pointers” Checklist

Use sans serif fonts such as Arial

Font size should be 20 points or larger

Try to keep lines of text to a minimum of 7 to 10

Stay away from the margins of the slide

Charts and graphs should be readable 

Graphics should be large enough to be recognizable

Never use red type on a blue background or vice versa

Always project a presentation to evaluate layout, color, 
          and readability. 

Practice the presentation orally and time it

Remember copyright and patient privacy issues

Do not use default templates without editing

Design personalized templates with the slide master

Never assume your host is computer literate

Arrive in time to load the presentation and check for glitches

