Event Planning Tips – AV Presentations


The following is a list of tips for successfully planning and supporting events that feature audiovisual presentations.   More extensive guidelines for overall event planning may be obtained from Conferences and Special Events.

Presentation Requirements

Identify your presenters’ audiovisual requirements and communicate these needs to your room scheduler and AV service provider.    Select a venue that is well suited to the presentation requirements.  Where multiple AV providers will be involved (as when the presentation will be video recorded), make those introductions.

Staffing

Confer with your room scheduler and AV service provider to determine how the event will be staffed:  by a member of your staff, the AV provider, a third party, or some combination.   It is helpful to have one staff member concentrate on the presenters while others follow through on room set up, catering, and other logistics. 

Logistics

Work with your room scheduler to assign times to the following sequence of activities

· Set up  - time scheduled for the building staff to access the room to set up the chairs, tables, and other set pieces

· Room in readiness - time when the room set up is completed

· Technical set up - time once room is in readiness when AV and other specialty providers will set up

· Tech Check  - time when technical set up is completed for planners and presenters to review their presentations and learn about equipment and room controls, often scheduled 30 to 60 minutes before the event start time

· Event start  - actual start time of the event

· Event end time - actual end time of the event

· Strike time - time booked for providers to remove furnishings and equipment

Circulate the event logistics to the effected providers to insure that they will have staff and equipment available for the event.  Make adjustments where necessary.

Cue Sheet

Circulate the event cue sheet to all presenters and providers.  The cue sheet is a timeline of activities within the event (sessions, order of presenters, breaks) and should include any same day, pre-event requirements for the providers and presenters such as a technical orientation or time to download presentations.   The cue sheet should also list the key event staff and their contact information. 

Walk Through

Review the cue sheet and any room layout diagrams in the venue with the room scheduler, AV provider, and other providers.   Identify and assign responsibility for any loose ends.

Preparing the Presenters

Providing the following guidance will help your presenters prepare for a successful show.  Practicing these operations well ahead of the event will practically eliminate the stress of discovering a problem in the time immediately before the presentation is to start.

Laptop users - before arriving, verify that you can: 

· connect your laptop to an external display (Mac users need to provide the VGA adapter cable)

· set the laptop to a “mirrored” or “cloned” display (where the image on the laptop and external display is the same)

· set the laptop to extended desktop (where the external display and laptop display are different)

· set the external display resolution to 1024x768 (the resolution that is common to nearly all video projectors)

· run the presentations start to finish without error
Flash drive users - before arriving, verify that you can:

· connect and access the flash drive media on another laptop

· download and run your presentation on another laptop

· run the presentations start to finish without error

Recommended Support for Multiple Presentations
These are the most effective strategies for managing one or more presenters and their presentations. They are listed in order from highest reliability/lowest flexibility to highest flexibility/lowest reliability.  Work with your AV provider to determine the approach that is best suited for your event.  Note that the earlier you can discover problems with a presentation, the more time you have to resolve them.

1. Receive, load, and test all presentations on the laptop that will be used during the event a day or more before the event; bring the laptop to the event at the time arranged with your AV provider.

2. Have the presenters arrive at the venue with their presentations on flash drives.  Load and test all presentations on the laptop that will be used for the event in the 30 to 60 minute window before the event starts

3. Have the presenters bring their own computers.  Assign a staff member to assist with laptop transitions during event.

Contacts

Conferences and Special Events
(CSE)
646-2923

CSE schedules central campus spaces and coordinates services provided by FO&M (set ups) and CTS (AV).   CSE will refer to other providers for services not provided by CSE, CTS, or FO&M.
Classroom Technology Services
(CTS)
646-2302

CTS provides AV services in A&S classrooms and in select event venues on the contiguous campus.  Portable equipment is available for personal use or for use in non-supported locations.
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