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Slidesho have created the following resource sheet for the purpose of assisting our clients in keeping to best 

practices when creating a PowerPoint Presentation.  

Before creating your presentation, keep in mind what screen you will ultimately be presenting on i.e. will it be on 

a laptop, a projection screen, or a monitor in a boardroom? Wherever possible, test your presentation on the 

screen you will be presenting on to ascertain how it will look. 

We recommend creating your presentation in widescreen format, or convert it from the old standard size to the 

new standard widescreen size. 

Limit how much text you include on each slide, this will make the content easier for your audience to follow and 

digest.  

As a guideline, each PowerPoint slide should contain one main idea (or key message), and if you have to use 

bullet points (which we do not recommend), use a maximum of six bullet points, with no more than six words per 

point.  

We also suggest moving as much of the copy into the speaker notes section (which was designed to assist with 

the delivery of your presentation) and use that as a prompt when presenting. Remember that these are your 

cues and are not meant to be read by your audience.  

We recommend keeping to a safe font for your presentations. The best font is one that is visually appealing but 

also will display properly on all Mac and PC versions of Microsoft Office. Many people are not aware that not all 

fonts will display correctly in PowerPoint and will instead be converted to something else that might not actually 

work well for the presentation. 

Some fonts that are safe across Mac and PC are – Arial, Georgia, Times New Roman, Trebuchet MS and 

Verdana. 

The riskiest fonts to use are custom fonts that have been manually installed on your computer (Mac or PC). If 

you know you will be using a non-standard font ensure that anyone viewing or presenting has the font installed 

on their computer. 

We recommend you keep your font size between the size range of 28 – 40 points where possible. Anything 

under the size of 24 points is too small to be comfortably read in most presentation situations. 

Where possible, you should always refer to the branding guidelines and use the company’s corporate colours 

when creating a presentation. In cases where there are no corporate colours, then select colours with good 

contrast e.g. light text on dark background and vice-versa. 
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90% of the information processed by the brain is visual. Therefore, we recommend reading through your text on 

each slide and extracting your key words or key message and developing that into a visual. This can be done by 

using any of the following; 

• Creating a diagram 

• Using a graph 

• Including infographics 

• Using photography 

• Adding icons 

• Using a hero image with a statement, quote or idea 

Including a video or audio clip is a great way of engaging your audience and piquing their interest. Not all 

presentations require a video or audio, but in cases where they are being used; ensure they are relevant to the 

presentation content and only play as much of the clip or audio as necessary. 

To avoid over cluttering, don’t try to fill in white space unnecessarily. Ensure that you have sufficient white 

space between and around each asset on your slide this will assist with readability and comprehension. 

There may be a time that you will be required to ensure that your presentation is accessible to people with 

disabilities. Before finalising your presentation, run the Accessibility Checker in PowerPoint to make sure your 

content is easy for people of all disabilities to read.  

To use the accessibility checker in Windows, select;  

File > Info, then select Check for Issues button and choose Check Accessibility. 

The Accessibility Checker will appear to the right of your screen in a sidebar and list any accessibility errors. 

When you select an item in the report, it will highlight the issue within the slide. Information about the issue and 

instructions on how to repair it will also appear at the bottom of the sidebar.  

Samples of some common Accessibility Principles are; 

• Ensure images have alternative text 

• Make sure text is not too small to read 

• Don’t rely on colour as the only way to convey your message or information 

• Ensure transitions and animations are kept simple 

• Use clear and simple language 

• If you have embedded and audio, make sure you include a transcript 


