PowerPoint Guidelines
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Remember, PowerPoint is a presentation medium that is visual in nature. It includes text and pictures or other visuals, but is not intended to be an entire “report.” You need to decide what the key information is that you want to present, and then put that information on slides. You should have additional information available that you are able to discuss with the class. Your slides should be created only after all your research is complete. Use the following checklist so that you prepare your presentation properly.

_____I used a minimum of two credible sources.

_____I copied down the bibliography information to be used for a works cited page (inserted at  

           the end of your presentation in proper citation format).

_____I sifted through the sources I found looking for key information (who, what, when, 

           where, why).

_____I organized this information into a logical order.

_____I prepared my slides (no less than 10 and no more than 20) based on my research and my 

           organizational plan.

_____I used the 7 and 7 rule (no more than seven words to a line and no more than seven lines 

           to a slide) using a bullet format.

_____I used a large enough font to see from a distance and one that is easily read.

_____I used a pleasing but not distracting background, and included animation only when it 

           enhanced but did not distract from the presentation.

_____I used a visual of some sort on every slide.

_____I made sure that my presentation would take a minimum of 10 minutes but no more than 

           15 minutes, and that I can do more than to just read the slides during my presentation.

_____I am confident that I am now an expert on this topic and feel comfortable teaching what

           I learned to the class.

_____I submitted my PowerPoint presentation to www.turnitin.com
You will be graded on how well you complete the above expectations.

