Guidelines for PowerPoint Presentations (Templates)
PowerPoint presentations

This PowerPoint template was designed, in line with the corporate identity of the Tshwane University of Technology (TUT), for use when presentations are made, both internally and externally.

This will ensure uniform presentations if various presenters are involved, and will assist in creating a more professional external image.

Please take note of the following:
· A landscape template is supplied and it is advised that this format be used as the aspect ratio of screens and projectors are designed to output in landscape. It is advisable that the screen size, where the presentation will be made, is checked in advance to ensure that the landscape format is being used.
· It is important that the same (landscape) format is used throughout a single presentation.
· The look and feel should not be modified but remain as prescribed – this includes the lifestyle photographs on the right side of the hairline.

· The first page should also remain the, regardless of the format used for the rest of the pages.

· Primary and secondary colours apply to the relevant audience (i.e. yellow for undergraduates; blue for post-graduates; red for all other stakeholders).

· The name of the relevant faculty/department must appear next to the red arrow in 18pts Arial only.

· The Proudly SA logo only appears on the first page - ⅓ of the TUT logo.

· Arial typeface must always be used (preferably 18pts or larger).  Please ensure that you use black as far as possible as colours such as, yellow are not very readable.

· Only copy, graphs and pictures (pertaining to the copy) may be placed on the templates and in line underneath the red arrow and primary colour (yellow/blue/red) line.
· No other design elements should be incorporated.
· Any version with the TUT watermark should not be used as it takes up unnecessary memory space and does not form part of the new look and feel.
· Portrait and landscape photographs can be used with captions in 18pts Arial.
· If large pictures or tables have to be used it is recommended that page three of the particular format is used, without the TUT watermark.
· Use round bullets only with one space after the bullet.

Helpful Hints 
· Keep your visuals simple. Avoid clutter. Use large, bold fonts. 
· Check your presentation room beforehand. 
· Use clip art sensibly. 
· Proof-read and edit with care. 
· Have hard copies of your visuals available as handouts. 
· When making a PowerPoint presentation, have a backup of your visuals printed on transparency film to insure against unexpected equipment problems. 
For more information contact the Communication Specialist: Branding, Corporate I.D. & Advertising, Jacqui Pietersen, Tel: (012) 382 4291 or e-mail: pietersenjh@tut.ac.za.

