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Effective Use of PowerPoint Quick Reference Sheet
	Category
	Do’s
	Don’ts

	Accessibility
	Add color to enhance the presentation
	Use color as the only way to convey information

	
	Not necessary however if used add sound to enhance the visual
	Add sound substituting text.  Individuals without a sound board or hearing can not hear the content

	Content
	The content contained on the slides should supplement the presenters presentation
	Pack the slides full of the entire presentation and read the slides to the participants 

	
	Add images, graphs or charts to visually display facts and/or statistics
	Clutter the slide with large tables or numbers

	Documentation
	Give credit to the sources used by including in-text citations


	Don’t plagiarize!

Include citations for graphics, music & text

	
	Add a resource or works cited page at the end the presentation
	Forget to give credit for all work that is not your own.

	
	Validate the resource is accurate by comparing to additional sources
	Use the first page found

	Presentation
	Keep it simple and consistent
	Use all the features available

	
	Use text to highlight presentation topics
	Include large blocks of text and read the presentation

	
	Use light colors
	Use bright blinding colors

	
	Use simple backgrounds
	Use busy distracting backgrounds

	
	Animation can be added to enhance however it does draw the eye of the audience to the object
	Include too much animation distracting from the presentation contents
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