SPEAKER INSTRUCTIONS

Florida Marine Mammal Health Conference IV
April 24-27, 2012
Mote Marine Laboratory
Sarasota, Florida
PRESENTATION LOCATION & TALK DURATION
 The meeting will be held at the Goldstein Marine Mammal Research and Rehabilitation Center in the Hendry
Conference Hall. Anticipated attendance is 125-150 people.
 Visit the conference website to view the most current agenda. http://conference.ifas.ufl.edu/marinemammal
 Allow the initial three minutes of your presentation time for speaker change, and introduction by the moderator.
 It is the speaker’s discretion to decide on time allotted for Q & A from participants, but we suggest you allow at least
three to five minutes for one or two questions following your presentation. (Example: If the duration of your talk on
the agenda is 30 minutes, prepare a 20 minute talk to allow for speaker change, introduction and up to two
questions following your talk.)
SUBMIT PRESENTATIONS 24-HOURS IN ADVANCE
One day prior to your talk, take your presentation file to the onsite Staff located at registration outside the
Conference Hall. Your presentation will be downloaded to the presentation laptop in advance to facilitate a smooth
transition from one speaker to the next. We recommend that speakers have a backup copy of their talk on a jumpdrive the day of their presentation.



***IMPORTANT*** INFORMATION ABOUT YOUR POWERPOINT FILE
 Save your file in 2010 PowerPoint application for Windows, or an earlier version (97-2003), not a higher version;
otherwise it will NOT work.
 Embed graphs or figures into the document as independent objects; do not dynamically link from other programs.
 Limit file size to 25 MB or less. Photos for slides should be saved in a lower resolution of 72-96 DPI.
 Disable any automatic advance timer on your PowerPoint file. Use an automatic timer only for starting of videos.
 Label your CD DISK as follows: first & last name, day of talk, time of talk
 We will also accept files on jump drives. Label your jump drive with your contact information.
 Videos in Presentations: If you plan to use a video in your presentation at the conference, comply with the following
three points to ensure workability.
1. Acceptable video files are: WMV
2. Limit any one video file size to 50 MB or less
3. Save video files using your last name to ensure file association and loading. If using more than one video, use
numbers after your name. e.g. name1, name2, and etc.
4. Reminder: video files must be uploaded along with your presentation. PowerPoint only links to these files, it
does not embed them.
EQUIPMENT AVAILABLE
• One Windows based laptop with 2010 PowerPoint Application, not
higher

•

•

One Podium Microphone

One wireless mouse with laser pointer

The speaker podium will be located to the side of the screen in the Hendry Conference Hall. The setting will be intimate,
maximizing interaction between conference attendees. The moderator will assist you with the microphone and an AV
Operator will run the audiovisual equipment.

OTHER COMPUTER PRESENTATIONS
If your presentation is not compatible with a windows-based laptop or not saved in 2010 version of PowerPoint, you will
need to use your own laptop. Inform the conference registration staff the day prior to your talk. Bring your power cord,
and, if using a Macintosh and if applicable, an adapter.
POWERPOINT PRESENTATION - SLIDE DESIGN TIPS
To ensure your presentation is easily visible from any seat in the room, below are suggestions for minimum font sizes:
Title:

Bold Typeface minimum 40 pt size

Subtitles:

Bold Typeface minimum 32 or 36 pt size

Text and Figures:

Bold Typeface minimum 24 or 28 pt size

Note: Sans Serif Fonts (those without feet on the bottom like Arial or Helvetica) are easier to read in a large room.
Please do not use any unique fonts. They will not be available on the presentation laptop and may compromise the
readability of the presentation.
HELPFUL HINTS
• Provide an opening screen that contains at least the title of the presentation and the names of the authors. Providing
the affiliation of the author(s) is also a good idea.
• Please use contrasting colors. Increased color contrast enhances readability. For example: If you have a dark
background, use a light colored text, and vice versa.
• For a quick readability check: Stand back ten feet from your 14” monitor. If you cannot read the text clearly, your point
size is too small for projection.
• We recommend using short, precise text with a maximum of 6-8 lines containing 5-6 words. Contrasting typefaces, e.g.
bold and italics should be used sparingly. Paragraphs should be clearly separated using a blank line. Lists should be
organized using figures, dashes or bullet points. Please keep in mind that graphics and charts must be read from a
considerable distance.
• If you are using the color red, try to outline it in white, as red appears to bleed on the screen.
• To ensure a safety zone for over-projection, leave a ¼-inch border, with no text or graphics, around your slide.
Otherwise, logos close to the border of your slide may be cut off.
• Images inserted into PowerPoint should be at a resolution of 72 dpi at actual size (meaning you should not stretch the
image to make it larger).
• For maximum impact, ensure your images are not fuzzy or dark.
NON-COMMERCIAL NATURE OF PROGRAM SESSIONS
This educational conference will provide the opportunity for open dialogue and exchange of ideas. As you develop your
presentation, please minimize direct reference to your company or product if applicable, and instead focus on
technology and information that is relevant to the entire audience. Speakers are also requested to focus on sharing
knowledge, ideas, lessons-learned and best practices that have industry-wide application.
QUESTIONS OR ASSISTANCE?

Roger Reep, Conference Organizer
Dept. of Physiological Sciences/UF
PO Box 100144, Gainesville, FL 32610/Phone: 352-294-4059/Fax: 352-392-5145
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