






Introduction Body Conclusion

Main points and the 

order in which they 

are presented

Discuss the main 

idea/argument

Arrange ideas in a logical

Order

Use Visuals (images, charts, 

tables, etc) where necessary

Do NOT use images

for decoration 

Summarize the main 

ideas

Do not introduce new ideas
at this point
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Use a simple and clean template if you are using a pre-defined PowerPoint 
template 



Backgrounds

Avoid overly colorful and textured 
backgrounds

This is not a good background 
for your purpose



Backgrounds

Avoid overly colorful and textured 
backgrounds

This is not a good background 
for your purpose



Backgrounds

Avoid overly colorful and textured 
backgrounds

Use a

white background
as a rule of thumb.



Do NOT add a Border 
to your slides



Always keep clear space (Margins) around your contents



• Use 1-2 slides  per minute of the 

presentation

(depending on your research and subject 

area)

• Use Point form instead of complete 

sentences

• Do not use more than 4-5 points per 

slide

• Avoid lengthy paragraphs

• Always use a clear area/margin around the 
text 



Using the Center
of your slide



Using 
Two columns

Using 
Two columns



• Use fonts consistently

• Use a common font throughout the 

presentation. Ex: English- Arial, 

Human Sans, Times New Roman 

(better to use a sans serif font)/ 

Sinhala- FM-Abhaya, FM-Malithi

• Use different font sizes for different 

sections consistently.

Titles/Subtitles/body 

text/References

Fonts



Do not 
use

distracting 
animations

like this!

If you want 

to emphasize 

certain points

use the 

'Appear' 
animation



Do not use any images or clip art for decoration of the 

sections or points
Don't use images to Convey a general idea



Harappa Granary

Mohenjo-Daro Granary

Avoid using superimposed images or photo collages



Do not use more than one image in a single slide

Madonna of Chancellor Rolin, Jan van Eyck, 1435 Madonna of Chancellor Rolin, details, Jan van Eyck, 1435



Virgin of the Rocks, Leonardo da Vinci (1495-1508) Maestà, Cimabue (1240 – 1302)

Do not use more than one image (Unless you are comparing them)



Practice/ rehearse 
Time your practice sessions to make sure your presentation fits the symposium time 
slot

Checklist
Check the Presentation for any language errors/ grammar and spelling mistakes
Make sure you use commonly used fonts for the slides
Make sure the presentation can be delivered in the desired time.

Time constraints
10 minutes to present/ 5 minutes for Q & A




