Visual Presentation Guide 
Housing Colorado NOW! Conference

Creating an Effective Visual Presentation 

Once you have decided what you want to say, keep the following points in mind to best convey your ideas: 

· Prepare an outline and select only your most salient points for the slides.  Don't expect to fit everything you want to say onto the slides.  Your speech is the most important. 

· Avoid filling the slide with text.  This makes it difficult for your audience to absorb.  You also run the risk of using small, hard-to-read fonts. 

· Aim for fewer words per slide and have people focus on you for examples, concise explanations, and information. 

· Avoid gratuitous images.  Not every slide needs an image.  If what you are saying is important, an image may distract people from hearing what you say. 

· Use images to illustrate a point or help people imagine a new concept.  A good presentation combines visual information with succinct language and caters to all types of learners. 

Technical PowerPoint Guidelines 

Simple and elegant is best!  You are the star, not the visual presentation.
Layout 
· Simple and bold is best.
· Ensure a good contrast between the text and background.
· Avoid too many intense colors.
· Be consistent with text placement.
· Don't over-animate with transitions or distracting text or photo movements.
· Select colors that are easy on the eye for several minutes of viewing.
· Choose a simple background.
Fonts 
· Select simple, bold, sans-serif styles such as Arial.
· Avoid the use of delicate serif fonts, such as Times New Roman, as they are more difficult to read.
· Avoid text in ALL CAPS as it is very difficult to read and shouts at the reader.
· Try to keep subtext to 7 lines.
· Suggested font sizes:

Headline text 32-36 


Sub-text 28-32 


Second level text 24-28
Images 
· Use images to supplement your message and to emphasize your point.
· Avoid the use of an image redundantly or as space filler.
· Image file size:  In order for your presentation to run smoothly, image files must be a reasonable size (less than 100 KB).
· Save images as JPEGs or GIFs when possible, 72-300 dpi (dots per inch).
· Save images to the desired size prior to inserting in presentation.  Decreasing image size in PowerPoint does not shrink the actual file size. 

· You MUST insert all of your images in your presentation.  This means that your presentation does not link back to your personal computer (or office server) to find your images – they must actually be stored in your presentation itself.  

Advance Setup 

Housing Colorado requests that all speakers email their presentations to the conference coordinator, Jackie Hahn at cohousingnow@aol.com by September 28, 2007.  Please plan to also bring your own copy of the file on a CD or jump drive.
At the Conference 

Housing Colorado is not able to provide a laptop and data projector in every session room, but some equipment may be available. We ask the workshop coordinators to bring a laptop and projector for your workshop.  If you can, please allow Housing Colorado staff to lend it to others.  A volunteer will be available to assist you with handouts and any other unanticipated problem or need.  A roster of onsite volunteers will be available at the registration desk.

Need More Help? 

The Speaker's Guide provides additional information. 

Content adapted, with permission, from the RMLUI Visual Aid Guide.

