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These tips from the Geological Society of America’s website.

Instructions for Speakers 
Presentations in electronic format (PowerPoint or comparable) are the Conference standard.
All speakers (oral presentations) must visit the Conference Speakers Ready Room (SRR), preferably 24-hours in advance of your allotted time. Conference Technical Support staff will copy your electronic presentation to a CD-ROM for transfer to your session room’s A/V system. Bring your electronic presentation to the Speaker Ready Room on a CD-ROM or  a USB “Thumb Drive”, also called a “Jump Drive”.
A/V equipment will be available in the Speaker Ready Room to practice your presentation.
Speaker Ready Room Hours of Operation will be Sunday, 1-5 p.m.; Monday-Thursday, 7 a.m.-5 p.m.; Friday, 7-11 a.m. 

Please note: speakers may not use their own laptop computers in technical sessions.  If you have movies in your PPT presentation, use the .avi format, and ensure that you have the .avi file available to copy onto the official laptop for your session. 
For speakers who have a tight travel schedule and may not be able to test their presentation in advance of giving the presentation, we strongly suggest that you submit your presentation to the Conference to Technical Committee Chair Wayne Robbie at 505-842-3253 or wrobbie@fs.fed.us or Technical Coordinator Courtney Cloyd at 503-808-2705/jcloyd@fs.fed.us

Each speaker making PowerPoint or 35mm slide presentations will advance his or her own presentation from the podium.
Please notify the Technical Committee Chair Wayne Robbie at 505-842-3253 or wrobbie@fs.fed.us or Technical Coordinator Courtney Cloyd at 503-808-2705 jcloyd@fs.fed.us of any special needs or changes to your scheduled presentation as soon as possible. For example, if you want to: 

Cancel your presentation or change the speaker
Use 35mm slides
Use additional A/V equipment or other services not provided by AFSC (e.g. video equipment, phone line, electrical power, etc.)

Handouts may be provided, at the speakers option and to be provided by the speaker. Conference  organizers will publish all presented papers as Proceedings, and will not be responsible for making handouts for distribution at the Conference. 

Requests for copies of electronic presentations will be referred to the presenting author. 
For Emergency (last minute) Cancellations: 
· Prior to October 18, 2004: contact Technical Committee Chair Wayne Robbie at 505-842-3253 or wrobbie@fs.fed.us
· During the Conference: contact Technical Committee Chair Wayne Robbie at 505-264-1857 (mobile) or wrobbie@fs.fed.us AND the moderator of your session. The list of moderators for each concurrent session is posted on the conference website.
Oral Presentation Tips

The allotted time for oral presentations is 25 minutes: 20 minutes for the presentation, and 5 minutes for Q&A and approximately 5 minutes for transition of speakers to and from the podium. Some invited papers have a longer duration. Session Moderators will hold you to the allotted time to avoid interfering with the next presentation. 

Discuss the same material as reported in your abstract. 

Prepare your presentation in advance so that your ideas are logically organized and your points are clear. At the least, write a detailed outline of your presentation. Address the essential points and leave the details for publication. 

Rehearse. Give your talk to one or more colleagues and ask them for suggestions for improvement. If your presentation runs longer than the allotted time, eliminate the least essential material and rehearse again. Note: You will not be able to rehearse with your slides or computer presentation in your specific technical session room, but you may do so in the Speaker Ready Room. 

Give an opening statement to acquaint the audience with the topics to be covered in your presentation. Word choice should be simple: use active words and short sentences. The visual material should complement the words, not vice versa. Your slides are not the essence of your presentation: your words are.  Concentrate on giving a good speech, not allowing the slides to dominate. 

The best presentations have a focus on “What’s in it for you?”  That is, you give audience members information they might be able to use. You will get more attention and make a bigger impact if the audience believes there is something in it for them.  Simple “show and tell” of your project or study might not make a very interesting presentation.  Examine your work for relevance to other earth scientists and put some focus there. 
Use the public address system and speak into the microphone toward the audience. When using a wired lavaliere microphone clipped to your lapel, it might be difficult for the audience to hear you if you turn your head away from the microphone. It’s best not to look at the screen much during your talk, but maintain eye contact with the audience.  You might want to have pages that show your slides with you at the podium so you are not looking at your slides too much. 
Please be considerate of the other speakers and the audience by staying within your allotted time. This is essential to ensure adequate time for questions and discussion. Going over your allotted time is unprofessional and discourteous to the audience and other presenters, no matter how good your material.  Practice your talk to ensure that you can finish on time.  Preparing a succinct 20-minute talk can be challenging.  Less is more -- better too short than too long.  Going over time is not an option. 
All speakers making PowerPoint (or 35mm slide) presentations will advance their own slides from the podium. 

Reminder: Every speaker must visit the Speaker Ready Room to test his or her presentation, and to provide a copy to the Conference Technical Support staff. 
Electronic Presentation Tips 

Check into the Speaker Ready Room. This is where you will do a final quality check to ensure all fonts, graphics and movies are working as they should. 

Use the pre-fabricated presentation templates that come with the PowerPoint or other presentation software. These templates are designed by graphic artists, and made to insure a cohesive look and feel. Speakers are encouraged to use the Advancing the Fundamental Sciences Conference templates, available on the Conference website.
One slide per minute of talk is a good ‘rule of thumb.’ For example, twenty minutes equals twenty slides or less.
Keep your background designs simple. Use the same background, style, and effects throughout your presentation. Consistency makes your audience comfortable and eliminates visual confusion. 

Use large fonts for best readability. As a general rule, title or headline fonts should be twice as large as the font used in a bullet point. If you can't fit all your points on one slide without moving to a smaller font, break the points up into separate slides. 

Put one main idea, and two or three supporting elements on each slide. Don't crowd the slides with too much information or your audience won't be able to read and it will obscure your message. 

Design a concluding slide with 3 to 5 summary points or action steps that restate your main points.

FOR ADDITIONAL POWERPOINT PRESENTATION TIPS, view Designing PowerPoint Slides.ppt on the Conference website. 

REDUCE YOUR PRESENTATION’S FILE SIZE by lowering digital photo resolution:
· Right ‘click’ on any digital photo in your PowerPoint presentation

· Choose “Format Picture…”

· Choose “Compress…”

· From “Apply to” choose “All pictures in document”

· From “Change resolution” choose “Web/Screen”

· Click “OK”

· Choose “Save” or “Save As” from the “File” menu

· File size will be reduced, often by 50% or more

· Projected display quality will not be noticeably reduced
· PowerPoint presentations using lots of files, fonts, graphics, sound clips, or movies MUST use the PowerPoint Pack & Go Wizard (under the File menu), which compiles and stores all the needed files. Your presentation’s special features may not be available if you just use a standard "Save" or "Save as". 
· Users of other electronic presentation software can create a folder that includes the presentation AND movie files or sound clips. This will insure that all the tools used to create the presentation are readily accessible on site.
· All presentations must be saved in a PC format to avoid any technical problems. Sorry, no Macintosh support will be provided. 
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