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Speaker Presentation and Proceedings Development Guide

This information has been prepared by the SESHA symposium planning team to assist you in the development and delivery of a quality presentation and/or corresponding paper. Our experience is that most problems arise from a speaker's lack of understanding of effective preparation requirements. Please help yourself and your fellow attendees by developing your presentation materials using the following guidelines:

Time
Please keep your presentation within the time allotted (45 minutes unless otherwise directed by a session moderator). This allotted time must include appropriate time for discussion and a question and answer period.

Presentation Delivery
Projection facilities will be provided for computer-based visuals.  Please bring a back-up copy of your presentation on CDROM or 3.5” disk. It is recommended that you bring a back-up copy of your presentation on overhead transparencies.  

Note:  Requirements for creation and delivery using the methods defined here can be found later in this guide.

If you require the use of transparencies, 35 mm slides, or any other type of audio or visual aid equipment, you must make arrangements with your session moderator by May 22, 2002. Please note that additional expenses may be the responsibility of the speaker.

Speaker Prep Room/How To Prepare On‑Site
The Speaker Prep Room will be located at the hotel. The hours will be from 7:00 am to 5:00 pm.  

· Upon arrival at the conference site on the day of your presentation, please sign the program sheet in the Speaker Prep Room to indicate that you have checked in and reviewed your materials if needed.

· Go to your session room at least 15 minutes before the session begins to meet with your Session Moderator.

Tips for Effective Visual Aids
Good visual aids amplify and clarify the message, stimulate interest, and help the speaker keep "on track." They merit the same care in preparation as the commentary.  

Important Points with Computer Projection
· Be sure that the print on each slide is bold enough and large enough (i.e., 18 pt or larger) to be clearly seen from the back of the presentation room. 

· Generally, there should be no more than one slide for every minute of presentation time.

· Present a single, unified idea per slide.

· Use several simple slides rather than one complicated one, especially if you must discuss a subject at length.

· If photos are used, be sure the picture was properly exposed and has adequate color density for large size projection.

· Use duplicates if you need to refer to the same slide at several different times during your talk. 

· Bring a copy of your presentation on CDROM or 3.5” disk.  You should consider bringing back up transparencies in the event there are technical difficulties.

Color
· As a guide, color readability (from greatest to least) is: 

1.
White print on Blue;

2.
Black print on Yellow;

3.
Green print on White;

4.
Red print on White;

5.
Blue print on White;

6.
Yellow print on Blue.

· Most people prefer blue. White lettering on blue background achieves excellent legibility. Stark black on white (or white on black in some cases) can be eye‑tiring. Also, consider a light blue, green, or yellow (not red) background. Other combinations are considered less readable.

· Maintain a consistent use of colour throughout your presentation.

Letter Size

· Use a good, plain, vertical, readable alphabet style (Gothic type sans‑serif is recommended).

· Letters should be as wide as they are high.

· Avoid script and italics, which are hard to read.

· Three to five lines per slide are recommended but limit to 15 lines.

· Limit each slide to 15 to 20 words, or 25 to 30 elements; no more than you will discuss. 

· Crowded tabular data should be avoided.

· Limit table columns to 4 (6 maximum) and 10 lines. The audience cannot rapidly assimilate too much tabular information.

· Use upper and lower case letters rather than just upper case.

· Allow 1‑1/2 letter width space between words and three widths between sentences. Leave space at least the height of a capital letter between lines.

· Be certain that lines and lettering can be read from any point in the room.

Types of Illustrations

·  Line graphs which show trends

·  Bar graphs to show comparisons

·  Pie graphs which demonstrate relative portions of a whole

·  Simple schematic drawings and pictures

·  Tables which are brief and easy to understand
·  Photographs which are properly exposed
Effective Presentation Skills

The use of effective presentation skills is extremely important in ensuring that the audience clearly hears the speaker’s message. Otherwise, the audience can become distracted or might not understand the information being presented. Presentation skills can make the difference between a poor presentation and an excellent one.

Important Points

· PRACTICE, PRACTICE, PRACTICE!  You may even want to videotape a practice session so that you can better identify areas for improvement.  Practice in front of co-workers who can also give input.
· Do not read your paper or slides to the audience.  That is what the proceedings are for!
· Face your audience and keep good eye contact.
· Look confident about the subject you are presenting. 
· Speak clearly. Avoid distracting add-ons such as “you know”, “ahhh”, etc.
· Use short words, active verbs, and simple sentences that the audience can understand.  Avoid jargon, acronyms, and unfamiliar abbreviations.

· Focus only on the most important information that you want to convey to the audience. Keep to a small number of key issues and concentrate on those. 

· Stick to your topic. Don’t get side tracked into unrelated issues.

· Give the audience a moment to understand each slide before continuing
· Speak to your slide sequence. Never back up to a previous slide. It is likely to confuse the audience and will ruin the flow of the presentation.
· Interact with your visual aids.  Use a pointer to point out what is important.
· Use your microphone properly.  If you are not sure you are being heard, check with your session moderator. Be careful to speak so that your voice is directed toward the microphone.
· Be sensitive to your audience’s feelings.  Jokes, which can be construed in a negative manner, must be avoided. Presentations with a primary purpose of being a sales pitch should also be avoided.
Technical Session Room Arrangements

· Computer projector is provided.  The Symposium co-chairs will arrange for laptops, please contact the co-chairs if you would like to volunteer use of your laptop for your session.  If you will be using a Mac computer, please let SESHA headquarters know in advance.

· Electric or laser pointer

· Speaker timer

· Lectern with light and microphone on a riser

· Projectionist

· Session moderator

· Sign at room entrance to indicate session

· Session rooms normally hold 100 people

Instructions for Preparing Papers for Symposium Proceedings

Papers for the Annual Symposium MUST be submitted to the SESHA Secretariat office by February 8, 2002.

General Proceeding Requirements

· Papers should be written and submitted in a format suitable for technical journal publication; suitable author guidelines can be found online at http://www.semiconductorsafety.org/journalauth.html. Author guidelines can also be found in any copy of the SESHA Journal.

· If not written in a format suitable for publication, at a minimum, a copy of your presentation slides may be submitted for inclusion symposium proceedings.

· Papers should be submitted electronically or on a diskette, with a hard copy provided. The file should be saved in a Microsoft Windows-based software (i.e. Word, PowerPoint). Please include with you submission:

· A note as to which software the document is created

· A phone and fax number where you can be reached in case of questions

· Symposium attendees put a great deal of value in the symposium proceedings as a reference resource. It is very important that all speakers submit their papers prior to the deadline so that the material can be made available in the proceedings. Failure to do so can affect consideration as a speaker at future symposium.

Formatting Instructions:

· Include presentation as a separate file 
· Top and bottom margins should be one (1) inch.

· Right and left margins should be one (1) inch.

· The text should be fully justified.

· 12-point Times Roman is the preferred type style.
· The title page must include the title of the paper, your name, affiliation, address and phone number, and the full abstract.  The will make it much easier for some to contact you and for the document to be searchable.
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