
Worst way to deliver information

“A presentation is the worst possible 

way to deliver lots of information to 

another person. The person on the 

receiving end has no control. They can’t 

adjust the pace of delivery. They can’t 

pause to process and think.”

— Olivia Mitchell



What is a presentation good for?

“A presentation is a taster for what you 

have to share. It can raise awareness of 

your topic. It can provoke different ways 

of thinking about an issue. It can inspire 

and motivate. And it’s one of the best 

possible ways of achieving those things.” 

— Olivia Mitchell <www.speakingaboutpresenting.com>



Delivering effective presentations

■ Presentations versus documents

■ Setting objectives for the presentation

■ Guaranteeing legibility

■ Writing and presentation style

■ Body language, voice, speed (words per 

minute)

■ Handling questions



Reading is a solitary activity



Presenting is a group activity



Decide why you are presenting

■ Make a presentation to

— arouse interest

— demonstrate competence

— persuade.

■ Study interests and needs of audience.

■ Match those interests and needs in 

your presentation.



Presentation planning: objective

■ Objective = audience + response

■ Audience: numbers, background, age, 

familiarity with topic, common factor

■ Response: arouse interest, motivate, 

train, explain, display competence

■ Duration: short (<10 min), medium

(11–20 min), long (>20 min)



Presentation planning: setting

■ Occasion: conference, seminar, 

completion of a project, felicitation

■ Venue

■ Date, day, and time

■ Other speakers, if any, and their topics



Presentation planning: mechanics

■ Software: operating system, 

application (version)

■ Hardware: laptop, projection equip-

ment, microphone, laser pointer, etc.

■ Assistance available

■ Logistics: reaching the venue and room

■ Final rehearsal and checks



Seven ways to guarantee legibility

■ Make all text very large.

■ Leave enough space between lines.

■ Ensure strong colour contrast.

■ Make lines thick and text bold.

■ Choose well-designed fonts.

■ Avoid capital letters.

■ Restrict the amount of text.
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What is font size

Font size = height of frame, not of 

picture

1 point = 0.35 mm

bag bag bag
96 points



Use at least 28-point font

Font size, text: 28–32 pt

Font size, headings: 32–36 pt

Suggested typefaces: Lucida Fax, 

Georgia, Sitka, Cambria, Arial, 

Verdana



Screen and font: farthest distance (feet)

Source Dave Paradi <http://thinkoutsidetheslide.com/

wp-content/uploads/2012/08/ViewingDistanceTable4x3.pdf>



Leave enough space between lines

■ Line spacing: 50–60 points

■ x height, ascenders, and descenders

Lines touching

because too close

line spacing = 28 pt

Lines not touching

because well-spaced

line spacing = 57 pt

enorx bfhkl gjpqy



Ensure strong colour contrast

■ Grey (25%) on light (15%) grey

■ Yellow on dark blue

■ Red on light grey

■ Orange, green, purple, light blue

?



Colour wheel



Colour contrast calculator, 1

■ www.ColorContrastCalculator.com

(thanks to Dave Paradi)

■ Format background > Fill > Solid fill >

Fill Color > Color > More colors > 

Custom

■ Fill in the RGB values

■ Do the same for font colour



Colour contrast for this presentation



Colour contrast: results



Colour contrast calculator, 2

Colour brightness contrast: at least 125

Colour difference test; at least 500 



Make lines thick; make text bold

■ Large areas of colour

■ Medium to thick lines

■ Bold text for slides, LCD presentations

1-pt

2-pt

3-pt

4-pt



Use well-designed fonts

■ Designed for displays / screens

■ Clear differences between characters

■ 0 O 1 l I

■ 0 O 1 l I

■ 0 O 1 l I

■ 0 O 1 l I

■ 0 O 1 l I



Use well-designed fonts: I l 1 test



Avoid strings of capital letters

■ Take longer to read.

■ Take up more space.

■ Suppress information.

— POWERPOINT

— MASTERCARD

— YOUTUBE





Restrict the amount of text

■ Legibility requires space

■ Large letters = more space

■ Wide line spacing = more space

■ Bold letters = more space

■ Clear fonts = more space

■ 1 + 7 lines for slides / screen shows



Choose a suitable writing style

■ Slides, not text pages

■ Bullet points

■ Phrases, not full sentences

■ Supplement, not substitute

■ Concrete, not abstract

■ Specific, not general



Choose a suitable presentation style

■ Formal: more serious tone, less 

interactive

■ Informal: lighter tone, more interactive

■ Pictures to sustain interest

■ Progressive disclosure

■ Handouts after presentation



Remember legibility requirements

■ Too much text = illegible text

■ Too much text = poor understanding

■ Too much text = bored audience

■ Set format ensures limited text

■ Slide Master ensures consistency



Condense, condense, condense

■ No more than 49 words

■ ‘Large blocks of text are likely to deter 

a viewer from even attempting to read 

the contents.’

On-screen text and subtitling in television 

advertisements,

ITC Advertising Standards Code rule 5.4.2

■ Highlights of tables; simple charts



Choose ‘Do not autofit’

Right-click a text box; choose ‘Format 

Text Effects’.



Allow adequate ‘hold’ time

■ Five words per second (0.2 seconds per 

word) + a 3-second ‘recognition period’ 

No. of

words 

Hold time

(seconds)

20 07

30 09

40 11

50 13



Choose suitable images

■ Width: 1024 pixels

■ Height: 768 pixels

■ Resolution: 72 dpi (dots per inch)



Vary the speed at which you speak

■ XTML standards (in wpm, or words per 

minute):

■ Extra slow: 80 Slow: 120

■ Medium: 180–200 Fast: 300

■ Audiobooks standard: 150–160 wpm

■ News: 175 wpm; World record: 637 wpm



Results of the ‘Annoying PowerPoint’ survey

www.thinkoutsidetheslide.com/free-resources/

latest-annoying-powerpoint-survey-results/



Most irritating abuses of PowerPoint

1. Too much text

2. Errors of spelling and grammar

3. Looks thrown together last minute; 

amateur graphics

4. Too many slides in general

5. Too simple or elementary



Most irritating behaviours

■ Reading directly from notes or off the 

screen

■ Umms, ahhs

■ Eyes wander or won’t make eye contact

■ Pacing or nervous movement

■ Distracting hands

■ Podium or lectern



Avoid these postures

Hands in 

pockets

Hands crossed 

across chest

The ‘ fig leaf ’ 

posture

Hands crossed 

behind back



Handle questions tactfully

■ Listen carefully; repeat the question 

for the audience; rephrase if necessary.

■ Involve the audience; outline the topic 

of the question: “I’ve been asked . . . ”

■ Avoid arguments; break eye contact.

■ Encourage follow-up questions by mail.



Plan; prepare; practise

■ Arrive early; check set-up

■ Look up and practise unfamiliar words.

■ Moisten your throat; sip plain water.

■ Rehearse opening and closing lines.

■ Face the audience, not the screen.

■ Vary the speed at which you speak.

■ Be ready with a shortened version.



Embed fonts if required

Save As > tools > Save 

Options



www.andnowpresenting.us/



www.speakingaboutpresenting.com



https://www.thinkoutsidetheslide.com/



Creating effective slides

A 1-hour talk by Jean-luc Doumont,

available for download at

<www.principiae.be/X0302.php>



www.speaking.co.uk/index.html



From University of Leicester

https://www2.le.ac.uk/offices/ld/resources/presentations



www.ted.com: ‘Ideas worth spreading’















Talk like TED: the 9 ‘secrets’

■ Be passionate about your topic.

■ Engage the audience by telling stories.

■ Treat your speech like a conversation.

■ Tell the audience something it doesn’t know.

■ Include a few jaw-droppers.

■ Use humour.

■ Keep it brief.

■ Engage all senses by painting word-pictures.

■ Be authentic.
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They didn’t come to your presentation to 

see you. They came to find out what you 

can do for them. Success means giving them 

a reason for taking their time, providing 

content that resonates, and ensuring it’s 

clear what they are to do.

Nancy Duarte, in Slide:logy: the art 

and science of creating great 

presentations


