Planning for Readability
IP Unit Chapter 4 Activity 4-3
Open your Internet Browser and access the following URL:
http://academic.cengage.com/school/digitools/corpview/ 

Choose “Corporate Communications”

· “Style Guide”

· “Presentations”

· “Font Size and Style”
Answer the following questions:

Font Size and Style

1. What is the smallest font size you should consider using for a multimedia slide show presentation?

2. What is the 10 to 1 rule?  Give an example.

3. Your color choices, equipment, room lighting, and the configuration of your room will also affect the ___________________ of the text. 

4. If your projection equipment is not very powerful, increase the readability of the text by choosing a(n) ______________________ font.  Explain why this type of font is considered more appropriate for use in PowerPoint Presentations.

Click “Back”.  Choose “Number of Words Per Slide and Use of Lists”.  
Answer Number of Words Per Slide and Use of Lists Questions
1.  With slide show presentations, ________________ is more.  Do not try to explain _______________ in detail on a slide.  That is a huge mistake.

2. Try to _______________ words, not add them.  If you need to provide more details for supporting information, create a(n) ________________!

3. Lists can help you avoid bulky, ______________-_________________-____________ paragraphs.  

4. As a general rule, limit the number of words per item to a list to fewer than _________ words.  

5. Limit the number of listed items to _________ or fewer whenever possible.  

Save this as Readability in your IP Unit/Chapter 4 in both you’re My Documents and on the H: drive.  

