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Guidelines on the preparation of presentations at the Physical Geography and 
Landscape Ecology Section of the Leibniz Universität Hannover 

 

General notes: 

You actually have a great deal of freedom in the preparation of presentations. If there are no specific 
requirements in your course/colloquium, you can use the following recommendations: 

General format specifications: 

• Slide size: Standard (3:4) or widescreen (16:9) 

• Slide numbering: The slides are numbered consecutively, beginning with the title slide. However, 
this slide should display no number.  

• Slide design: An appropriate, scientific and uniform design should be used.  

• Font: The choice of font is a matter of taste. Sans serif fonts (e.g. Arial, Calibri, Tahoma) are easy 
to read in ppt presentations. The selected font should be used uniformly; using too many 
different fonts makes slides appear “restless”.  

• As a general rule, use font sizes so that the text is legible even from a distance. The following can 
serve as a guide: 

• Heading/title font size: at least 24-28pt 

• Text font size: Text / bullet points: at least 20-24pt, depending on the font. A larger font size 
(at least 26-28pt) should be chosen for serif fonts (e.g. Times New Roman). 

• References should also be legible, approx. 14pt 

• Title slide: Title of the presentation, full name(s) of presenting student(s), matriculation 
number(s), date, course, name of lecturer if applicable.  

• Outline slide: A rough outline of the presentation content is helpful for the audience. We 
recommend to indicate this outline structure on the slides, e.g. uniform numbering, simple 
headings or progress indicators in the top bar and/or footer. This creates a clear structure and a 
common thread.  

• List of references: At the end of the presentation, include slides with a complete list of references 
in alphabetical order. References for photos/illustrations should be listed on a separate slide.  
 

Slide layout 

• Titles: Each presentation slide should have a title that accords to the outline (exception: title 
slide). 

• Text: As a general rule, do not overload your slides with text. Clear, meaningful bullet points is 
preferable to long continuous texts. You can use the “7x7 rule”: a maximum of seven bullet points 
per slide, each with a maximum of seven words.  

• Photos, illustrations, maps and/or tables relevant to the topic should be used liberally. Explain 
these elements with appropriate, short captions (figure headings, table headings). You do not 
need captions for photos/illustrations that only embellish the presentation (e.g. title slide, closing 
slides, acknowledgements), however, you must indicate the source of all photos/illustrations/etc. 
with a brief reference.  

• Animations may be used, however choose only appropriate animations and avoid using 
exaggerated movements (e.g. jumping, rotating). 
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Citing and referencing 

Follow our guidelines for the preparation of written papers for citing references. All used sources 
must be fully listed uniformly in a reference list in scientific presentations.  

References: you must briefly indicate the sources of all used citations, definitions, statements, 
figures, facts, photos, illustrations, maps and/or tables. 

Photos and illustrations:  

• Own photos and illustrations: state “own photo/illustration” and year.  

• Photos/illustrations from third parties: state name of photographer/illustrator and year.  

• Online photos/illustrations: As a rule, these should be treated as internet sources (see 
Chapter 3, Citing and referencing, p.11). A full reference list for photos/illustrations should be 
shown on a separate slide at the end of the presentation (reference list). 

• Online photos/illustrations often have URL links which can be indicated on the slides. URL 
links should be legible. We recommend the use of hyperlinks in case URL link is very long. 

 

Examples: 

Example 1: Slide with a heading that accords to the outline, bullet points, figure captions and 
short references. 

 

https://www.iesw.uni-hannover.de/fileadmin/iesw/Lehre/Phygeo_Richtlinien_schriftliche_Ausarbeitungen_english.pdf
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Example 2: Slide with progress bar (bottom in blue), short references and indications on the modified 
illustration.  

 

Example 3: Slide with complete list of sources for numbered illustrations. 


