
KEY STEPS TO AN EFFECTIVE PRESENTATION 
 
 
Presentation software: 

 Presentation must be prepared only in Microsoft PowerPoint.  
 
Content 

 Title slide: The first slide should show the title of the research project, the name of 
the researcher and institutional affiliation.  

 Introduction: Summarize what is already known about the topic.  Explain what 
your experiment was designed to answer, and why this question is important. You 
should also state your hypothesis.  Don't skimp on this part; it is important for 
capturing the interest of your audience, and it shows that you understand the topic.  
It is also helpful to include graphics. Only 1-2 slides will be sufficient for this portion.  

 Rationale: State rationale on separate slide.  
 Materials and Methods: Must include information about the study design, sample 

size, sampling technique, study setting, inclusion and exclusion criteria, data 
collection instrument, data collection procedure and data analysis.   

 References: Give all recent references that you used for the presentation in the 
order given in the synopsis.  
 

General Guidelines and Appearance: 
 Computer presentations should not contain full paragraphs of text.  Use a bulleted 

list or outline format and elaborate on the points in your talk. 
 Every slide should contain a title that summarizes the information presented on the 

slide. 
 Font style, Times New Roman should only be used in the preparation of slides.  
 Use large fonts, as big as realistically possible. Small fonts are hard to read.  Along 

the same lines, don't put more than a few lines of text on a slide. We suggest to use 
font size 40 for headings and 28 to 32 for body text.  

 Use contrasting colors either a dark background with light text or a light 
background with dark text. 

  Avoid busy backgrounds that will make the text hard to read. Keep the background 
simple. 

  AVOID ALL CAPS! All caps look like you're shouting. 
  Include a good combination of words, pictures, and graphics. Variety keeps the 

presentation interesting.  
 Do not overcrowd the slide with the references. Using another slide would not cost a 

penny.   
 

  



Style 
 Don't read from the slide -- vary your choice of words. 
 Don't talk to the screen; maintain eye contact with the audience. 
 Speak loudly and articulate 

 
Regards! 
 
 
FAIZ AHMED RAZA 
Senior Research Officer 
PMRC research centre, 
PMC, Faisalabad. 
 

Copy for information to: 
1. PRO/centre incharge, PMRC research centre, PMC Faisalabad. 
2. Sajjad Ashraf, Research officer, PMRC research centre, PMC Faisalabad.  
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