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Effective Power Point Checklist  
· Background fits the topic, not too busy or distractive
· Spell check
· Keep the background similar throughout show

· Background is approx. 50% white space

· Title is 4 pts. larger than the size of text , Title topic should match bullets
· Text should be easy to read on the background

· Don’t have too much information on one slide 6 X6 Rule!
· Avoid delays in ‘bringing in’ writing or illustrations - ALL transitions are the same!
· Do not use periods at end of phrases - avoid full sentences
· Use bulleted lists or numbered lists
· Avoid using: !?!  Follow grammar rules
· Avoid words in all capital letters, use capitals where needed
· Avoid music or sound effects that detract from the message

· Keep clip art and graphics on topic – DO NOT keep a blurry image
· Practice ahead to check that sound and other links work properly
· Don’t READ the screen aloud to the audience

· Do not end with the words: The End

· Slides should include a title and author slide

· A minimum of  5 content slides – Use the Notes Page for EACH slide
· End with the bibliography slide or slides FOLLOWING CORRECT FORM
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