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Some Principles of Great PowerPoint Presentation 

1. Use as little text as possible  
The main purpose of a presentation is to aid in orally and visually transferring information. 
The main concentration should be in building a neat and interesting speech. It is impossible 
to read all the text while listening, and putting too much text in the presentation can confuse 
the listener and disrupt concentration. 

2. Use high quality pictures  
If you don't have good pictures that really illustrate ideas and can aid the talk, don't use 
them! If the pictures are not clear and can be misunderstood by the audience, they can 
cause more damage than help. Use only clear, high quality and relevant pictures! 
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3. Keep conventional and tidy layout.  
don't put messy and unordered information and graphics all over the slide! Each slide should 
be carefully designed with title, simple layout, 1 to 4 pictures, with the relevant text, to help 
focus the audience. 
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4. Don't use unnecessary animations.  
Even more annoying than unclear pictures are stupid animation. Animations can be great if 
they illustrate something. You can use movies and animations that have a real point, any 
other animation is not decorating the slide, but distracting and irritating. 

5. Put titles on each slide.  
Finally, don't forget to give a relevant title to each slide. This can help the listeners to keep 
up and focus the central ideas, and can help you associate each slide to its subject during the 
presentation. 
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Other Rules for Better PowerPoint Presentations.  

a) Remember that you are the presenter, not PowerPoint. Use your slides to emphasize a 
point, keep yourself on track, and illustrate a point with a graphic or photo. Don’t read 
the slides. 

b) Don’t make your audience read the slides either. Keep text to a minimum (6-8 lines per 
slide, no more than 30 words per slide). The bullet points should be headlines, not news 
articles. Write in sentence fragments using key words, and keep your font size 24 or 
bigger. 

c) Make sure your presentation is easy on the eyes. Stay away from weird colors and busy 
backgrounds. Use easy-to-read fonts such as Arial and Times New Roman for the bulk of 
your text, and, if you have to use a funky font, use it sparingly. 

d) Never include anything that makes you announce, “I don’t know if everyone can read this, 
but….” Make sure they can read it before you begin. Print out all your slides on standard 
paper, and drop them to the floor. The slides are probably readable if you can read them 
while you’re standing. 

e) Leave out the sound effects and background music, unless it’s related to the content 
being presented. If you haven’t made arrangements with the conference coordinator 
before your presentation, your audience members might not be able to hear your sound 
effects anyway. The same goes for animated graphics and embedded movie files. Your 
sounds and animated graphics will not be functional on the synchronized version of your 
webcast. 

f) Sure you can make the words boomerang onto the slide, but you don’t have to. Stick with 
simple animations if you use them at all. Remember that some of your audience may 



 

Gymnázium, Brno, Slovanské nám. 7 
 

 

 
 

 

I N V E S T I C E  D O  R O Z V O J E  V Z D Ě L Á V Á N Í  
 

 

 

have learning disabilities such as dyslexia, and swirling words can be a tough challenge. 
These animations will not be functional in the webcast version. 

g) Proofread, proofread, proofread. You’d hate to discover that you misspelled your 
company’s name during your presentation in front of 40 colleagues, with your boss in the 
front row. 

h) Practice, practice, practice. The more times you go through the presentation, the less 
you’ll have to rely on the slides for cues and the smoother your presentation will be. 
PowerPoint software allows you to make notes on each slide, and you can print out the 
notes versions if you need help with pronunciations or remembering what comes next. 

 
Source: 
http://ezinearticles.com/?Five-Principles-of-Great-PowerPoint-Presentation&id=1381155 
http://blog.omnipress.com/2010/05/8-rules-for-better-powerpoint-presentations/ 
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