
Practical Ways to Incorporate the Three Rules into Your Own Presentations 

 

Rule 1: Say The Words. 

 
Write a Script 

To best organize your thoughts about your presentation topic, start with pen and paper or a word processor, 
and write out a report on your topic.  Don’t start in PowerPoint – it is not a writing tool. 

Pretend you’ve been asked to submit a paper rather than deliver a presentation. Write about your topic and 
revise as needed until you’ve got a solid document to work with. You will select your talking points from this 
report. 

Select (and Stick to) 3-5 Key Points 

A presentation usually lasts 30-45 minutes. Avoid overloading the audience with too much information by 
identifying your key points (from your report) and only presenting on those key points.  Try to leave time to 
review the key points with the audience at the end of your presentation. 

Practice and Determine Length of Presentation 

You need to practice to get comfortable with the flow and pace of your presentation, and to determine how 
long your presentation is. Better presenters practice more than once and you should pay close attention to 
the total length of your spoken remarks. 

Try to pace yourself so that you have 5-10 minutes remaining for the audience to ask questions. If this would 
mean you would need to rush through your presentation, you have too much content and need to remove 
some material from your live presentation. See Rule 3 below for more information.  

 

Rule 2: Show The Pictures 

 
Start With a Storyboard 

Use a storyboarding technique to brainstorm possible image ideas for your slides. Try out several approaches 
to a concept you want to illustrate. Check in with colleagues to determine “universality” or appropriateness of 
the imagery you’ve chosen. 

Select Relevant, High-Quality Images 

Once you’re satisfied with your pen and paper ideas, search for relevant, high-quality photographs or other 
visuals. Avoid using clip art, or at least try not to mix photographs and clip art in the same presentation. 

Here are some sources for good images: 

 Flickr Creative Commons (http://www.flickr.com/creativecommons/) Free 

 Stock XChange (http://www.sxc.hu/) Free (sometimes with license restrictions) 

 Fotolia (http://www.fotolia.com/) $-$$ 

http://www.flickr.com/creativecommons/
http://www.sxc.hu/
http://www.fotolia.com/


 

Rule 3: Text is For Take-Away 

 
Avoid Using Text-Filled Slides 

As we have discussed, displayed text is partially processed in the auditory channel. A presenter’s spoken 
speech is also processed in the auditory channel. The auditory channel has limited capacity and is easily 
overloaded by too much information coming in at once. Shifting the text from your slides to your spoken 
words helps reduce the load on the auditory channel. 

Use Images Instead of Text 

Another way to reduce the load on the auditory channel and to take advantage of the picture superiority 
effect is to use pictures instead of text on your slides. If you don’t have a good image for a particular point in 
your presentation, resist the temptation to “fill the space” with a textual slide. 

Shift Text from Slides to a Handout 

Yet another way to balance the load between channels is to shift text from your slides to a handout. The 
handout also gives you a chance to include all of the extra material you have on your topic that won’t make it 
into your live presentation. 

Good presenters acknowledge that they cannot give the audience every detail on a topic in the short time 
they have with the audience (usually 30 minutes – 1 hour). Instead, during the live presentation, they focus on 
the 3-5 key points they want to share with the audience, then provide additional detail and resources in the 
handouts so that audience members can pursue the topic further at their own pace. 

Spreadsheets Are Better on Paper 

If you have detailed spreadsheets to share with the audience, print copies and distribute at the appropriate 
time during your live presentation. Do not attempt to shoehorn a complex spreadsheet into a PowerPoint 
slide.  

Instead, use the B key to darken the slide show, direct the audience’s attention to the spreadsheet on paper, 
guide them through it as needed, then press the B key again to resume the show. 

Avoid the Standard Handout Option 

Avoid using the common, three-slide-with-notes format. Often, important details are 
obscured or unreadable in the smaller slide images, and only the most diligent of note-
takers can utilize the handouts after the presentation is over. 
 
Instead, repurpose your initial report, or create a separate document to use as a handout. 
Use the handout as an opportunity to provide your audience with additional resources 
about your topic, such as a bibliography or a list of websites.  

 
For more information on the Three Rules, visit http://presentations4librarians.wordpress.com and search for “three rules.” 
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