





Speaker Registration Detalils

 All speakers must be registered with payment
by January 26t to attend the workshop

« All speakers must check-in at the onsite
registration desk upon arrival



Audio — Visual Information

« The standard audio-visual package In
meeting room will consist of:

— DLP Projector

— Laptop Computer (with Microsoft Office
Suite)

— Lavaliere Microphone
— Laser Pointer



Audio = Visual Information

* Speakers are encouraged to preload
presentations onto workshop laptop upon
arrival to save valuable presentation time

— Preload presentation into appropriate
session folders

— CD/DVD drives and USB ports will be
available

— Floppy or zip disks cannot be used
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Visual Aid Guidelines

e Font

— Use one or two simple fonts (Verdana,
Times New Roman)

—36 point (minimum) for titles
—34 point (minimum) for main text

— Use high contrast
* Light lines and text on dark background
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Speaking Guidelines

Make frequent eye contact with your
audience

Use slides as guides

— Do not read directly from your slides; they
are there to serve as guidelines only

Practice beforehand so your presentation will
run smoothly



Important Deadlines

January 16: Presentation Submission Deadline
January 26: Speaker Biography Form Deadline
January 26 : Speaker Registration Deadline
January 30: Presentation Release Form Deadline

February 6: Hotel Reservation Deadline

Please take a moment and add these dates to
your calendar.



