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it using Powerpoint’s Outline View. Click the View tab and Creative Design Director
select Outline View. You can edit the text on each slide directly
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Is this presentation being viewed on a laptop by a colleague «Third Level
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offsite or over webex, on a large projection screen, or a small st

projection screen? Keep the presentation medium and the

audience in mind when making your slides. If possible, try it out on the screen that you’ll be ultimately
presenting on. Slide sizes choices of 4:3 and 16:9 look very different, especially if your slides are being
combined into a larger presentation. The MITAA recommends using the 4:3 ratio slide size. You can
change this by clicking the Design tab and clicking Slide Size on the far right.

WORD LIMIT PER SLIDE

Limit how much information you include on each slide to make the content easier to see and digest. Try
this guideline: each PowerPoint slide should have one main idea, a maximum of six bullet points, and a
maximum of six words per bullet point.

FONTS

San Serif fonts are easier to view on a screen as opposed to serif fonts (which are more formal and
viewed more easily in print). Avoid using light text on a dark background unless it is only several words,
as it is harder to read. MITAA Brand style-guide encourages the use of:

e Proxima Nova as the primary typeface or Arial as an alternative typeface
e Adobe Caslon Pro as a primary serif typeface or Georgia as an alternative serif typeface

Keep your font size in the range of 28 — 40 pt if possible.
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SLIDE MASTER

If you are not building a presentation from an existing template, use Powerpoint’s Slide Master View to
easily establish consistent formatting throughout. On the View tab, click Slide Master. Here you can
design a template for each type
of slide that you'll need in the
presentation. You can still access
the other tabs like the Home
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tab, allowing you to adjust fonts . vm——

and colors. You can also make o CI|CkI to edlt Master ,l

formatting changes to the entire
presentation by only changing

the top master slide When you 8 + Click to edit Master text stt
are finished, click Close Master . Second level
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to select from the templates you e » Fifth level
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build in the master view.

COLORS

Don’t use more than 5 colors unless you are using them to show categories or sequences (different colors
for the months of the year, categorizing goals or action plans) Determine a color scheme ahead of time
and adhere to it with every slide.

If possible, use one of the palettes determined by MITAA branding:

MITAA Palette MIT’s Official Palette
Alumni Red —RGB: 207 | 30 | 54 ® MIT Red —RGB: 253 | 51 | 51 ®
Alumni Gray — RGB: 165 | 163 | 158 MIT Gray - RGB: 102 | 102 | 102 ®

Alumni Alternate Gray —RGB: 178 | 180 | 178

MITAA Secondary Color Palette: Informal MITAA Secondary Color Palette: Formal
RGB:0 | 181 | 226 ® RGB:0 |98 | 155 ®
RGB: 255|105 |0 @ RGB: 197 | 185 | 172
RGB: 249|229 | 71 RGB: 100 | 47 | 108 ®
RGB:132 | 189 |0 ® RGB: 203 | 160 | 82

RGB: 181|189 | 0 RGB: 0 | 156 | 166 ®
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SAVING A COLOR PALETTE IN POWERPOINT

To keep your colors consistent and easy to access, save a color palette in Powerpoint. Click the Design
tab and under Variants, click the down arrow. On the dropdown menu click Colors and Customize Colors
and click colors and customize colors
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In the Colors window that opens, you can either choose a color or Colors ? ®
en.ter its Red Green Blue (RGB) code which consists of 3 numbers. ———
Click ok and do the same for the next color slot. When you are Colors

L : Cancel

finished, name your palette and click save. You’'ll be able to access
this palette in any of the other Office programs. In Word (Design
tab, Colors) and in Excel (Page Layout tab, Colors).

IMAGES AND PICTURES

Color madel: | RGE ~
Use images sparingly unless they are the purpose of the Red: a1 =
presentation (for example: if you are putting together a slideshow of Green: 155 |2
photos for or from an event), the less images you use the more Blue: 213 B

space you have for other content. Avoid animated gifs as they can
be very distracting to your viewers when you want them to be
focused on what you have to say.

Current

A

When you do use images or graphics make them consistent (size, resolution, placement on the slide)
Keep in mind that photos may not enlarge clearly if their resolution is too low, so it is safer to use vector
graphics. Itis also worth noting that the file size of pictures can decrease your ability to send your
presentation over email.

TIPS FOR SIMPLIFYING CONTENT

NUMBERS AND CHARTS: Consider how you display large numbers. Simplifying numbers might be the best
way to keep your slide clear and deliver your message just as well (or better!)

o Delete decimal places if possible

e Round up or down if the exact number is not critical (for example, if you display $4036.65 in
donations, your message still comes across and can be less cluttered if you say $4000)

e Write $4000 as $4K if you need to save more space

e |fyou are showing a general arc in number on a graph, try labeling every other column instead of
all of them when there isn’t room

TEXT: Use these tips from business writing techniques to get your point across in less words:

e Use bullet points instead of sentences (just make sure you use them consistently!)
e Use keywords and deliver the rest of your content verbally
e Check out this list of wordy phrases and their concise options
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Replace...

With...

the reason for

for the reason that

due to the fact that
owing to the fact that

in light of the fact that
considering the fact that
on the grounds that

this is why

because, since, why

despite the fact that
regardless of the fact that
notwithstanding the fact that

although, even, though

in the event that
if it should transpire/happen that
under circumstances in which

on the occasion of
in a situation in which
under circumstances in which

when

as regards

in reference to

with regard to
concerning the matter of
where . . . is concerned

about

it is crucial that

it is necessary that

there is a need/necessity for
it is important that

it is incumbent upon

cannot be avoided

must, should

is able to

has the opportunity to
is in a position to

has the capacity for
has the ability to

can

it is possible that

there is a chance that
it could happen that
the possibility exists for

may, might, can, could

prior to

in anticipation of
subsequent to
following on

at the same time as

before, after, as




