HARMST Workshop

2003 Author's Kit

Oral Presenter Guidelines
1. Please fill out and return the two forms below - the Audiovisual Request form and the Speaker Bio Data form – by June 6.

2. Review the program and make sure you know the date and time of your presentation.

3. The preferred method for presentation of your prepared slides is to have them loaded on your personal laptop and use your laptop along with the projector and switcher provided at the conference.  If you do not wish to bring your own laptop, you may use a general-use laptop provided at the conference.  There will be both Macintosh and PC computers available.  If you wish to use a conference laptop, please prepare your slides using PowerPoint from Microsoft Office 2000 or better.

4. We will provide the session chair with the speaker data information you provide to use for your introduction. Please assist the session chair with the correct pronunciation of your name.  If you want to review or add any information, please see the session chair in charge of your session.

5. Please be present at least 20 - 30 minutes before the start of your session to check-in with the audiovisual technician to go over your equipment needs and connect your laptop to the switcher.  If you are utilizing the conference laptop you will need to load your presentation and confirm that it is working properly.  This is very important to pay attention to this time frame.

6. Please observe the allotted time for presentation, saving 5 minutes for questions. If the audience has additional questions they will be asked to discuss this with you after the session.

7. Please REPEAT all questions after they are asked.  Often the audience does not understand or hear the question and it is extremely useful for the question to be repeated.

AUDIOVISUAL REQUEST FORM

Please return this form by:  
June 6, 2003

Please return to:  Martha Campiotti

E-Mail: mmcampi@sandia.gov 


FAX:  1-925-294-3870


PLEASE TYPE

Presenter’s Name:  

Presentation Title:

Presentation Date and Time:

The following Audiovisual Equipment will be standard in all meeting rooms:
  X 

LCD projector only (you will bring own computer) 



If you are bringing your own computer, is it a MAC? ___ yes ___ no



Please remember to bring a back-up CD of your presentation.  Refer to the presentation instructions.

  X 

Light pointer

  X 

Microphone

Additional Audio Visual needs:



PC-compatible Computer with CD ROM



Presentations MUST be created in Windows PowerPoint if you choose this option.  We encourage you to provide your own laptop.



Mac Computer with CD ROM



Presentations MUST be created in Windows PowerPoint if you choose this option.  We encourage you to provide your own laptop.

 

Overhead transparency projector with pens



35mm slide projector with remote control



Videotape playback unit



Please indicate format: 










Other (Please be specific)


SPEAKER BIO DATA FORM

Please return this form by:  
June 6, 2003

Please return to:  Martha Campiotti

E-Mail: mmcampi@sandia.gov
FAX:  1-925-294-3870

PLEASE TYPE
Please print/type or return with a current resume:

(This information will be used to introduce you before your presentation begins)

FULL NAME:

PHONETIC SPELLING OF NAME:

TITLE:


COMPANY:


PAST AFFILIATIONS:


OCCUPATION:


CITY, STATE:


EDUCATION:

Institution
Degree/Year


Scientific Field

1.

2.

3.

4.

HONORS
















