
SPEAKERS’ GUIDELINES


Data Projection (PowerPoint)
Presentations are to be in PowerPoint only.

Here are some handy hints!

· As a general guideline the number of slides to be included in a speaker should be no more than one per 30 – 40 seconds. (And for complex imagery no more than one every 1-2 minutes).

· Please ensure your slides are not crowded. As a rough guide, stand back 10 times the screen size, and read the slide.

· Aim for about 9 words per slide. Maximum 15 words per slide.

· Avoid using a busy, cluttered background.

· Please ensure your first slide is a title slide stating; your name, presentation title and affiliation.

· Choose and contrast your colours carefully. Yellow text on a blue background is best, but avoid reds and greens where possible. More information on colourblind issues etc is available at www.vischeck.com
· All slides should be in landscape “On Screen Show” format.

· Ensure plenty of time (at least two hours) to give your presentation to the technician in the AV Preview room, so that your presentation can be entered into the computer in the right place.
· Please bring more than one copy of your presentation to the conference – it is unlikely, but possible, that one of your disks could have been corrupted and so a back-up copy is advisable.

· Do NOT use a re-writeable CD for your presentation. It can usually only be played back on the original drive on which it was created, and it will not be possible to incorporate graphics into the main computer.

PC Presentations

A speaker preview room will be provided with equipment and a technician on hand throughout the day to help speakers check their presentations.  PC Presentations should be given to the technicians in the speaker preview room at least half a day before their session.

Once speakers are satisfied with their presentation the technicians will copy the presentation onto the relevant PC in the auditorium in which they will be presenting.  

Speakers using PowerPoint for their presentations should save their file using the Pack and Go facility on the file menu, within PowerPoint.  They should check that the option to include all linked files and fonts is selected, this will ensure that any linked files or fonts used in the presentation will be available for use at the conference centre. Please ensure all video files are saved separately this ensures that videos will play back ok. 
Speakers should save their presentation under their name and not the name of the conference.  This will save any confusion in speaker preview.

The presentation can be presented to the technician on a CD, DVD, and driverless USB storage devices. The technicians will use reasonable effort to ensure no other person accesses the data given to them and will destroy local copies after the presentation.  The AV technicians will accept no claim arising from the loss of, access to or corruption of, this data.  Media given to the technicians can be recovered after it has been loaded.

The technicians will save the file under the speaker name, title of presentation, auditorium and time of presentation. Any late change of schedule will be dealt with automatically by the technicians.

The technicians will take responsibility for ensuring that the speaker’s presentation is in the correct auditorium at the correct time.  Speakers will have control of their presentation from the lectern via a “SLIDE FORWARD” button.

Speakers can take their original presentations away from the slide preview room once the technician has successfully copied the presentation onto the AV companies PC’s.
Microsoft PowerPoint 2007 (windows) is provided as standard.  Please contact your organiser if you require other software. 

Video Presentations

Video projection can be accommodated.  However the video playback machine will support DVD PAL format only – please ensure that any videos are in the correct format.  No other format will be supported as standard.  Please contact your organiser if you require other formats.

Speakers should preview their video material in the allocated Speaker Preview room using the facilities provided at least half a day before their presentation.  When they are happy with the material they should give it to the technician who will label the video with the speakers name, title of presentation, auditorium and time of presentation.  Any late changes in schedule will be dealt with automatically by the technicians.  

The technicians will ensure that each speaker’s video arrives in the correct auditorium at the correct time.

Speakers can reclaim their videos during the breaks or sessions following their session from the technicians in the speaker preview room.

You should visit the AV Preview room immediately on arrival at the venue, and no later than two hours prior to the start of the session in which you are speaking.





The AV Preview Room will be situated in Carrick 3, which is on level 1 of the EICC





Any speaker who has not delivered their presentation to the AV Preview room at the start time of the session will not be permitted to present their paper





Please also advise us if there are any video clips to be shown!




















Delegates are able to send their presentations prior to the meeting to ……scott@thehireco.co.uk








AV Preparation Room – Opening Times:





Tuesday 22nd November	2 - 7pm


Wednesday 23rd November	7.30am - 6pm


Thursday 24th November	6.30am – 6pm


Friday 25th November 	7.30am – 1pm












