Dallas/Fort Worth Health Information Management Association
VISUAL AIDS

Use of visual aids is highly recommended to help convey the speaker’s message.  Specific types may be appropriate, as follows:

I. POWERPOINT
· Provides a professional presentation

· Allows for maximum creativity

· Keeps the interest of the participants

· Be sure to notify the Central Office of the computer to be used so the correct projector will be reserved

· Best use of graphics and clip art

II. OVERHEAD TRANSPARENCIES
· Best used in lectures and seminars

· Letters should be at least 1/4 inch high and readable at 10 feet

· Use the upper two-thirds of the transparency

· Color is advantageous in conveying variety and key points

· Color maximizes flexibility and spontaneity with a large audience

· Cover part of the glass to avoid glare

III. SLIDES

· Maximum 7 lines per slide

· Typed information should be large and bold

· Use no correction on the original

· Creativity is encouraged

· Use cartoons, graphs and color to maintain audience attention

IV. FLIP CHARTS
· Use in small groups (25 or fewer)

· Builds rapport with the audience

· Maximum 10 lines per page

· Use color

V. QUESTIONS?
Because questions allow the audience to participate and personalize their role in a seminar, we recommend time be set aside during the presentation for questions.  Please tell the audience at the beginning of your speech whether questions will be allowed during or at the end of the presentation.
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