INFORMATIVE ORAL PRESENTATION ASSIGNMENT
PART 2: DRAFT OF POWERPOINT DISPLAY  
A.  Prepare
· Review the section of your text titled Visual Aids in Chapter 10. 

· Read the document titled "Effective PowerPoint Design" distributed by your instructor

· View the student example of a PowerPoint display distributed by your instructor. 
B.  Create a draft of the PowerPoint slides you’ll show as you deliver your speech
· Create a maximum of six slides (obtain instructor approval for any exceptions):  Title Slide, Preview Slide, Main Point Slides, and Conclusion.  Content  will correspond to the outline you submitted in Part 1.

· one title slide that includes a title and your name 

· a preview slide that summarizes as key-word bullet points your two or three main points from  your outline
· one slide for each main point (limit =  two or three main points); use the main point as the title of your slide, with bullet points for the subheadings you’ll cover as you discuss this point.
· one conclusion slide 

· Check the characteristics of effective slides 

· simple and brief (avoid animations and busy backgrounds) 

· spacious (maximum 25 words per line; maximum 6 lines per slide; no block quotes; key words only, not complete sentences), so audience can gather the info with a quick glance)
· very large font size (easy to read from the back of the room; for each 10’ to the back of the room, add one inch to the screen height of your letters).
· consistent (same color scheme and capitalization scheme throughout; avoid all caps)
· correct spelling and grammar

· graphics and photos are clearly labeled and relevant to the point you’re making (as you deliver the speech, you’ll need to explain the meaning of any graphics or photos)
· Spend less time on your PowerPoint than on your outline and delivery practice. The slides are only a side-kick. YOU and your oral presentation are the main attraction. 

 

Submit your PowerPoint draft 

Based on feedback from your instructor, rework and revise your slides before you deliver your speech. 
· Practice using these slides as you practice delivering your speech.  Practice at least three times all the way through, standing up and out loud. Practice is the best antidote to anxiety. 
· Bring your revised version with you on the day you deliver your speech, stored on a USB compatible thumb drive. 
· Print out a one-page summary showing thumbnails of your slides to submit to your instructor. 

