Tips for Presenters, Panelists and Moderators

To Avoid Presentation Anxiety:

· From your first hint of tightness, breathe deeply.

· Design some flexibility into your presentation to anticipate the unexpected.

· Visit the room where your session will be held.  Go up on the riser and check out the view from the lectern or table. 

· Greet audience as soon as possible.  Make eye contact on a regular basis with people in different sections of the room.

· To avoid fluttering papers, put your notes on the lectern or table.

· Remind yourself that ACUTA audiences enjoy hearing about one another’s experiences and support one another.  They don’t expect you to be Leno or Letterman.  After all, they may be in your place next year! 

· The moderator and/or monitor in each session are available to help the presenter/panelists assess whether people in the back of the room can hear/see, whether someone in the audience has a question, or to re-fill your water glass!

· SMILE!

Put Yourself in the Participants’ Shoes

· Please be sure that your content reflects the description in the printed brochure and the handouts.  If you have updated your material, acknowledge that to your audience.

· Standing while you talk shows respect for your audience.
· Anticipate questions and seek audience feedback during your presentation.

· Verify that everyone can hear you and see your slides, especially the fine print and the material at the bottom of the screen.
· The attention span of adult learners is about 20 minutes. Try to structure your presentation so that you refocus your attention every 15 or 20 minutes.  You could insert a video clip, change the subject, invite audience questions, change presenters, or something else to keep the attention of your audience.
· Give participants a chance to “wake up” occasionally.  Most sessions at ACUTA events use computer projections.  This means lots of listening in dark rooms!  Help your audience by turning up the lights for questions or a brief stretch.

· ACUTA audiences are usually comprised of individuals with a variety of backgrounds.  It is very helpful for presenters to define acronyms and technical terms.  

· Presenters should avoid promoting the products and services of any vendor or unfairly criticizing vendors. 

Please use a Microphone

· Use a microphone, even if you believe you have a voice that carries well.  

· With a lectern microphone or handheld microphone, speak into the microphone from a distance of 3 to 5 inches.  Remind yourself to face the microphone as you speak.  

· With a lapel or lavaliere microphone, clip it onto your clothing no more than 6 inches from your mouth.

· Microphones also pick up noises such as drumming pencils, clanking jewelry, or chewing gum.  If several microphones are being used in your session, they will probably all be turned on, so be careful what you say and do!

· Repeat questions from the audience.  You may be the only one with the microphone!  This will help other members of the audience as well as people who will listen to the tape recording of this session.

Use of PowerPoint slides 
· Most ACUTA presenters project PowerPoint slideshows while they are speaking.
· ACUTA posts copies of presenter materials in pdf format on a website for attendee access.

· Corporate logos and product names should not appear repeatedly in slide shows, slide templates, nor other handout materials.  A corporate logo may appear on the first slide. Copyright notations are permissible on every slide.

· Presenters should avoid using font sizes in slide shows less than 28 points.  Enlarge drawings where possible to achieve legibility of text.  Limit the text to about six lines per slide.

· Attendees lose interest when presenters read from their slides. Many successful presenters use their slides to accentuate major points and to provide illustrations with charts and photographs.

· Presenters are responsible for obtaining required clearances to release material if applicable.

· Careful use of colors in slide shows is required so that there is good contrast between the colors for easy legibility when projected.

· If attendees want to print a copy of the handouts, they prefer slides without solid backgrounds that require large amounts of toner or ink.
Sessions that are interactive and informative are the most fun.  Some hints:

· Encourage and leave sufficient time for questions and audience discussion.  

· To get the discussion going, rather than asking “Are there are any questions”, ask “How many of you have been faced with a similar situation”.

· Ask participants how they are going to apply your information.

· Have participants work in pairs for a couple of minutes to discuss a specific problem, scenario, or to share experiences.

To moderate a panel discussion successfully:

· Develop an outline for the session with the objective of each presentation and a timetable.

· When you introduce the session to the audience, explain the ground rules.  How much time will each person speak?  Are audience questions welcome after each panelist – or at the end?

· Gently control the pace of the session so every panelist has an opportunity to speak and time is available for audience interaction.

Facilitate audio-visual transitions

· When there are two or more presenters in the same session using different audio-visual equipment, consider this transition when you set up your agenda.

· When more than one panelist is using the same type of software and hardware (e.g., PowerPoint on a PC), think about transferring all of the presentations to one of the computer hard drives.  This can save time re-focusing and connecting the projector.

Have fun and enjoy the important contribution you are making!

