
Information for Presenters

Coordination of Your Presentation
•
Arrive at your scheduled room 30 minutes before the start of the session for a briefing with the faculty and staff monitor.  Use this time to orient yourself to the podium, microphone, pointer, remote control of projector, etc.

•
A moderator will be assigned to each platform session to introduce the presenters, to serve in handling audience dialogue, and to maintain the time schedule.

•
Be sure to rehearse your presentation carefully.  It is important that you do not exceed your time limit so that all the faculty have an equal opportunity to participate.  The session moderator will ask you to relinquish the podium to the next speaker at the designated time limit.

•
GSHP encourages you to provide an interactive presentation with your audience.  Incorporate audience participation into your session.  
Audiovisual Information for Presenter
•
Please let us know in advance of your audiovisual needs.

•
Please review the following guidelines before you develop your audiovisual tools.

Pet Peeves About Speakers' Use of Visual Aids
One hundred fifty people were surveyed.  Seventy-five of them were top experts in the audiovisual field; the other seventy-five were "old hands" at attending meetings.  The question was asked, "What is your pet peeve about speakers' use of audiovisuals?"

An important point to remember is that the "experts" and the "spectators" collectively agreed on a small but weighty set of comments.

Briefly, this is what they said:

1. Speakers give too much detail in the visuals so that the audience cannot follow or appreciate them.

2. Visuals are kept in view too long.

3. The speaker's remarks differ from the information on the visual.

4. Speakers do not use enough color.

5. Speakers do not rehearse with their visuals.

6. Speakers do not choose the right mechanical aid, for example, using cardboard charts instead of slides and vice-versa.

7. Speakers play with the visual if they can reach it.  If they cannot, they play with the pointer.

8. Speakers' visuals are not positioned properly in their presentations.  (They meant the presentation was not organized properly to take advantage of visual usage.).

9. Lack of variety of visuals.

10. Lack of originality.

Audiovisuals are not a crutch - they are stepping-stones to audience understanding.

Guidelines for Preparation and Presentation of Slides
· Make certain slides are both visible and readable by everyone in your audience.  

· Keep it simple.  

· Limit each slide to one unified idea or image.

· Plan slides so that their longest dimension will be horizontal.  It is difficult to view vertically oriented materials in room with low ceilings.

· For copy more than five or six words, use upper- and lower-case letters rather than capitals only.
· Make it large enough for everyone to see.

· Select a readable font in which all letters are easily recognized.

· Use a plain vertical letter style without embellishment, except where emphasis or emotional impact is desired, and then exaggerate the size only.

· Use bullet point phrases, not sentences. 
· Use a minimum 22-point font for body of slide, references may by 16-point font.

· Limit text only slides. If necessary, only have 5-6 bullet points on the slide.
· Use simple graphics, charts, tables, and figures.
· Balance text and graphics on each slide
· Illustrations must be large enough and obvious enough to be easily recognized.

· Drawings, graphs, charts, and figures should be bold, simple, and contain only essential details.
· Avoid use of printed tables. Extract the information you want the learner to retain.

· Create your own graphics, using SmartArt or other tools.
· Rehearse your presentation.

· Project your completed slides under conditions like those used in the meeting room.  
· Examine each one critically and impartially.

· Rehearse your presentation with your slides.
· Use color for emphasis.
· Keep the audience involved.  Talk to the audience and not to the screen; squarely face the audience and turn towards the screen with your shoulders and head only.
· Once a slide has been thoroughly discussed, remove it from the screen at once.  If the slide remains on the screen as you begin a new topic, it will serve as a diversion and a distraction.  To avoid this, consider using a slide that summarizes your previous points or a slide listing your new topic or heading.
Presenter Checklist
_____1.
Acknowledge and accept the invitation to speak promptly.



_____2.
Complete the Google Form(s) with the required information – speaker and COI forms.
 


_____3.
Complete and submit the Disclosure of Relevant Financial Relationships form.




_____4.
Email a copy of your presentation as a PowerPoint.





_____5.
Complete the W-9 provided by Steve Glass (sglass@gshp.org)

Complete all forms electronically and email to: sglass@gshp.org
