Chapter 12

Creating a Presentation

Directions: In the Apply Yourself section of Chapter 12, you were asked to create an outline for a 15-minute persuasive sales presentation. Using the following guidelines, create PowerPoint slides using the information that you prepared. Once complete, present your information to the class using your completed PowerPoint presentation.

1.
Use Slide Master to make uniform bullets and font style, size, and color.


2.
Create slides using the slide layout choices available in Text Layout, Content Layout, and Text and Content Layout. Add only the components indicated.


3.
Cover topics following their sequence in the text, title each slide, and state key thoughts succinctly.


4.
Limit text-only slides to four in a row, and for the next slide, show an illustration or a “transitional” slide.


5.
Add “transitional” copy slides intermittently to complement content, emphasize important points, and display a distinctive design. 

6.
Use visual aids when needed, but do not crowd the slides.


7.
Follow these PowerPoint guidelines recommended by Microsoft:

(
Limit text to 8 lines, minus the title.
(
Use Arial font in these sizes: 44-point titles, 32-point text, and 28-point subtext.

8.
When preparing the presentations, NEVER do the following:
(
Add more copy than the slide’s layout text “placeholders” permit.

(
Incorporate additional text boxes.

(
Use more than one font or adjust font size or style on individual slides.

(
Add slide features or components unavailable in the slide layout formats.
