IHRIM 2008 Requirements and Guidelines for PowerPoint Presentations

IHRIM establishes standards to insure a professional consistent look to our products and services including our conference materials. To insure an overall consistent look and feel to the conference sessions, we require that the IHRIM conference template be used for all presentations and that the following be followed:

· The template may not be modified.
· The presentation must include the slides in the format as defined in the s template provided. 
1. Title Slide -  Session number, session title, name and title of each presenter (alphabetical by last name)
2. Presenter Information slide – one slide for each presenter with bio and company information.  The company logo may appear only on the presenter information slides.
3. Detail slide format 
4. Slide promoting IHRIM’s Learning Center
5. Session evaluation slide – with same session/presenter information as shown on title slide
· The PowerPoint you present at the conference must be the one submitted and approved by IHRIM.
· The presentation may not be posted to any website in the IHRIM template.

· The following are guidelines to help you build a successful PowerPoint:
· Keep slides simple.  Don’t try to put your entire presentation on your slides – the audience will read it rather than listening to you.

· Show information in a format in which it can be most readily grasped.

· Seize opportunities to visualize concepts/use graphics, where appropriate. Keep you your graphics uncluttered so they are easy for the audience to understand.  
· Use graphic types to that do not require a lot of space so the presentation is easier to store and download.  

· Always use horizontal printing.  It is much easier to read than vertical.

· Use bullets if there is no order of significance.  Use numbers or letters when order is important.

· Limit bullet points to 3 – 4 per slide and lines to 6 – 7 per slide.  Thin out unneeded detail, words and numbers.  

· Use a large bold font.  Use a gothic (sans serif) face such as Arial, rather than a roman face (which hampers legibility).

· For safe legibility make titles in 36 - 44 point and other text in 28 - 36 point.  A method for testing legibility is to print your sides.  Place them 8 feet away from you.  If you cannot read them comfortably, neither will your audience.

· Remember to always keep the audience in mind when preparing your presentation slides.







