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Guidance for Presentation and Handouts

In order to provide consistent presentations and handouts for our attendees, the CCOSH School offers the following guidance on development of presentation and handout materials.  

Presentations: 

· Many speakers use MS PowerPoint (PP) presentations which are well-received by the participants.  However, other A/V mediums can be used including slides and demonstrations.  Please specify method and A/V needs on the A/V Equipment Needs Request Form.  

· CCOSH School can have a computer available for your presentation, or you can use your laptop computer and connect to our projection unit.  Please have a back-up CD of your presentation available should problems arise.   
· The room sizes vary, but each holds approximately 100 or more seats.  Screen sizes also vary, but are large enough for the number of room participants providing the font size used is 24 point or larger.
· Keep slide content simple.  Handouts will be provided for participants to take notes as necessary.  

· From past School evaluations participants like pictures, demonstrations and/or case studies best to illustrate points.  Please let us know if you’ll need additional equipment, props, additional space, or other needs to convey your message. 

Handouts:

· Participants will receive a notebook of handout materials for all presentations and sessions.  The most typical handouts used include: copy of the presentation (in handout format); relevant articles, papers, diagrams or photos; and resource information.  Keep the number of pages to a maximum of 10.  If using PowerPoint handouts, we ask that an electronic copy of the presentation be submitted no later than September 10th to allow time for copying and assembly of materials.  If your supplemental materials are not in electronic format, please provide one (1) clean copy for duplication by September 10th.  
· If provided with the electronic presentation, we can format the PP handouts.  If you want to provide formatted PP materials, we’ll be following this structure:

· Six slides per page format

· Portrait page layout; horizontal slide presentation

· Framed slides; use grayscale feature (for dark backgrounds, remove background for handouts)

· Page Header: “Presented at the 2004 Central Carolina Occupational Safety & Health School”

· Page Footer: (L) Date of presentation; (R) Presenter’s name and page number

  Please submit all presentations/handout materials no later than [date due]  to the following: 
Electronically:  

[email address of contact]
Via mail:  [address of contact]

Please feel free to call if you have questions:  [phone no. of contact] 
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