Preparation of Powerpoint Presentations

Please use the following instructions as a guide to creating an effective PowerPoint presentation: 
FONT:
Keep a minimum font size of 24.
Use fonts such as Arial, Helvetica or Trebuchet.

Do not use ALL CAPS.

Proof read and spell check your presentation. 

LAYOUT:
Abbreviate your message and limit the number of words you put on a page/slide:

Avoid paragraphs
Use bullet points as a prompt
Use succinct phrases instead of full sentences 

Limit each slide to 6 bullet points 

COLOUR:
Choose colour combinations that make your text easy to read such as;

Light backgrounds (white, yellow, light blue) with dark fonts (black, navy blue, dark green).

Dark backgrounds (blue, purple) with light fonts (white, yellow, cyan). 


Do not use red in any fonts or backgrounds as it is a colour that is difficult to read.

GRAPHICS:
Keep graphs, charts and diaphragms simple as they are absorbed more easily by your audience.

Use one graphic or visual per slide.

POWERPOINT SUBMISSION INSTRUCTIONS:
Upon registering onsite at the conference please visit the Speaker Preparation Area to upload and test your PowerPoint presentation with the onsite Audio Visual staff. 
