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Why are Visuals Important? 
As referenced in an article entitled Presenting Effective Presentations 

with Visual Aids by the U.S. Department of Labor, educators found the 

following statistics in reference to the impact of visual aids in a 

presentation: 

 Three days after a presentation, retention of information is six 

times greater when information is presented by visual and oral 

means.  

 Three days after a presentation, people retain 10% of what 

they heard from an oral presentation, 35% from visual 

presentations and 65% from a visual and oral presentation. 

 83% of human learning occurs visually. 

Planning Your Presentation 
The key to making a dynamic PowerPoint presentation is in the planning. Keep the following in mind 

before you begin your creating your presentation: 

 Find out if the appropriate media will be available to view the presentation (personal 

computer, projector, etc). Also make sure you have the correct version of PowerPoint 

available. 

 Sketch out your presentation first. You may want to create a simple storyboard. You may 

sketch out a hand written storyboard or create a storyboard template (see Fig 1 for 

example). 

 Ask yourself how charts, graphics, videos, sound, etc. can help emphasize your main points. 
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Guidelines for Visual Presentations 
Presentations are not for the presenter to read from, they are for the audience to SEE. Too much on 

any one slide is distracting and hard for an audience to read. Here are some basic guidelines to 

follow when creating an effective visual presentation. 

 Make the text large enough for the audience to read - 24 point size or greater. 

 Use the 6x6 rule. No more than 6 lines down and 6 words across. 

 Use bullet points instead of paragraphs. A list is easier to read. 

 Use phrases not sentences. Express ideas with brevity and clarity, with no wasted words. 

 Avoid using number lists unless depicting a hierarchy. 

 Use simple fonts. Italics are hard to read on a slide. Recommended fonts to use in a presentation 

are below.  These Sans-serif fonts are easily read. 

 Arial 

 Century Gothic 

 Helvetica 

 Tahoma 

 Verdana 

 Too many graphics can be distracting. Limit your graphics to 1 to 3 per page. 

 Remember to keep it simple. Too many bells and whistles can become irritating to the audience. 

 Spell check your presentation. 

 Proofread your presentation. 

 Do not use ALL CAPS in a presentation. It is too hard to read. 

 Be consistent in your formatting choices. 

Choosing Colors 
Color adds a professional look to your slides that black and white alone cannot do.  There are 

however, guidelines to color: 

 Keep it simple. The recommended number of colors per slide is four. The simple guideline is 

one color for each item:  background, title text, slide text and bullet color. 

 Use color or bold for emphasis only. 

 Be consistent with color – use the same background for every slide.  This gives the 

presentation consistency and a professional look. 

 Choose colors appropriate for the output. Color has a psychological impact on us.  

 Yellow is warm and welcoming. 

 Green is relaxing. 

 Blue makes us feel calm and tranquil. 

 Red shows power, speed or debt. 

 Earth tones denote friendship. 

 Black represents authority, strength or death 

 Violet is dignified, conservative and frugal 
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Rehearsing the Presentation 
Take time to practice your presentation. Rehearse the presentation aloud as you advance the slides. 

As you rehearse, jot down rough spots so you can go back and make revisions. After making 

revisions, go back and rehearse the presentation again. The audience can tell if you are prepared. 

 

For More Information 
 

Technical Documents 

To access self-help documentation on creating a PowerPoint presentation, click on the following link, 

http://www.towson.edu/adminfinance/ots/trainingdoc/shr29-mso2007.asp. Under Scroll to click the 

link for PowerPoint  
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