Common mistakes concerning PowerPoint presentations and tips to prevent them.
Too much information on a slide
The most common mistake is putting too much information on a slide. The power of a PowerPoint presentation is to present ideas clearly and support the speaker in a concise manner. This is hindered if the presentation is crammed with phrases, numbers and statistics. Never use more than six bullet points with a maximum of six words per bullet point (preferably less) and hand out elaborate statistical material on a separate document.
Information in a font that is too small or unreadable 
For a PowerPoint presentation is a font size of 14 the absolute minimum. Preferably use a minimum font size of 18. Stick with the same font for the whole presentation and use per slide a maximum of 3 different font sizes.  

Distracting effects 

Do not use too many effects (rotating text, falling letters or other effects). This will only distract from the message you are trying to get across.

Only show plain text  

The most effective presentations are simple, but not monotonous. Use pictures and images that are easy to understand and clarify the speaker’s words.

Let the PowerPoint lead the presentation 
As PowerPoint is very user friendly, it is quite easy and very tempting to use extraordinary effects, slides and images. However, remember that PowerPoint is only a tool. Your PowerPoint is the most effective as a visual aid to your spoken words. The audience wants to hear you present your story and not only stare at a screen. 

Insufficient preparation
You can put a lot of effort and time into your slides, but remember that the success of your presentation depends on:

- Good content
- Improving your text
- Preparing your presentation
Being well prepared prevents you from having to look at every page during your presentation to recall your story. This takes the flow out of the presentation.  
Reading directly from the slides
Many presentations that use PowerPoint slides involve reading the text on the slides out loud. This is not necessary. You should assume that your audience reads the keywords on the slides, while you elaborate on them in your presentation. Otherwise, you could just hand out your presentation on paper and send everyone home.

Too few or no breaks
Experienced PowerPoint users are not afraid to leave the screen blank once in a while. This gives the audience a mental break and diverts their attention back to the speaker. 

Another possible mistake arises when the speaker is continuously speaking while the slides are automatically changing in the background. This divides the attention of the audience and may confuse them.

Losing sight of the time
Always keep the time during your presentation. Speakers often pay too much attention to the first few slides and then are forced to go through the others quickly to finish in time. 


Showing your hand
To keep the attention of your audience, you had better refrain from handing out a summary of your presentation until afterwards. Not everybody agrees with this statement, because handouts are often used to make notes during the presentation.
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