PowerPoint - The 11 Commandments!
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1. An acceptable font size should not be smaller than_____________ pt.?


2. The goal is to transmit_______________________________ and not lose your message in a lot of animation, pictures, etc.


3. PowerPoint is only a tool, so you will still need to do this…



4. I say, seven and seven…only use up to seven bulleted lines of text with no more than seven words per point.  What do the commandants say instead?



5. Instead of cramming text on one slide for a topic, what can you do instead?



6. If a background is too busy, what will it compete with?


7. Which color is very difficult on the viewers’ eyes?


8. Dark backgrounds should have ____________________ fonts.


9. Light backgrounds should have ____________________fonts.


10. You should do this often with your PowerPoint!  It should be the law!


11. When you use a quote, table, or research of another individual or organization, you should ____________________ the source.


12. When presenting a PowerPoint, you, the presenter, should use the slides as ___________________ and add more material _____________________ so that you are not reading your slides word for word.


13. Don’t put up a slide and then ___________________ over it.


14. Since our minds can only absorb so much information at a time, as the presenter, what should you do for your audience to keep their attention?



15. Remember, “Thou shalt not put ________________ and ___________ on a slide!”

