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Best Practices for Delivering a Successful Event

Setting Up Your PowerPoint Presentation

Steps to maximize the legibility of your presentation and to communicate more effectively
include:
+ Be sure your presentation has a 4:3 aspect ratio (the default is 540 x 405).
+ Use larger type than you normally would.
+ Keep it simple. Use more simple design elements and solid color blocks than you
normally would.
+ If page numbering is required, insert manually by adding a text box and entering
the slide number.

As a general guideline, AVOID using:
+ Small type (17 point type and smaller is too small)
+ Embellished type (type with shadows, bevels or special effects)
+ Textured or gradient backgrounds
+ Sounds, music or voice narration
+ Embedded Excel files
+ Embedded audio, video or Flash
+ Page numbering created within the slide header/footer

SLIDE DESIGN TIPS
Use these helpful hints when creating your slides.

+ Be consistent Buse a master style for the entire presentation.

+ Know the limits of the medium B view your slides in PowerPoint at 40% to simulate
the experience your users will have.

+ Select colors and graphics that match or compliment your corporate identity Byour
attendees will appreciate seeing brand elements they recognize.

+ Use bold elements B use solid colors in your slides instead of gradients and
textures.

+ Use contrast B dark type on a light background is more legible than dark type on a
background with a midrange tone, and contrast improves legibility.

+ Use your own template designs Binstead of using the PowerPoint default
templates, use one of your designs. PowerPoint templates are not recommended
because they contain gradients and textures that do not convert properly.

+ Use standards B choose two font families and a color palette, then use them
consistently throughout your slide presentation.
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+ Limit the amount of information displayed on each slide Dit is often more
effective to break complex slides into a short series of slides.

+ Avoid redundancy B remove the branding elements from the slides as they are
often reproduced in the audience console interface.

Note: If you have PowerPoint files that exceed 15MB, please notify InterCall event
service support.

Telephone Presentations

When recording or presenting live via telephone, there are several techniques that can
help you gain the highest quality audio experience for your viewers.

RECOMMENDATIONS:

+ Find a quiet place to speak. Try to find an office with a door or other solitary place
to record your presentation. Avoid background noise and interruptions.

+ Use the telephone handset instead of a speaker phone. This is perhaps the best
thing that you can do to improve the quality of your audio presentation. Handsets
normally have good quality microphones and the near-field effect of the
microphone means that background noises are kept to a minimum.

+ Do not multitask during your presentation. We are all very busy, but resist the urge
to answer emails or instant message outside of the presentation. Such distractions
will affect the quality of your presentation.

+ Remember to turn off your computerOs speakersyour cell or any other phones.
This will prevent any disruption or background noise being heard by your audience.
Also be conscious of unintended noises (heavy breathing, coughing, etc.).

+ Place a glass of water on your desk, just in case you need it during your
presentation.

THINGS TO AVOID:

+ Using the hands -free option on your desk telephone.  The hands-free
microphones built into most desk phones are of poor quality and will pick up all the
background noise in the room. These noises, such as typing, other voices and
machines, can be particularly distracting to the audience.

+ Using conference table telephones.  Conference table phones, while normally
employing better microphones than desk telephones and having noise cancellation
circuitry, will still produce echo from the room and transmit background noises as
well as voice.

+ Telephone headsets. Telephone headsets normally have poor quality
microphones and result in low volume voices that sound compressed.

+ Putting your line on hold.  If your office phone system plays hold music, all of your
event participants will hear it.
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+ Noisy offices. Try to make sure that you are in a quiet place where background
noise is at a minimum. It is even better to have only one presenter in a room if there
are multiple people located in the same office who will be speaking.

+ Shared DSL/telephone line service.  Sharing your voice telephone line with a DSL
connection results in lower voice qualityN the voice will sound compressed and
have a very limited frequency range.

+ VolIP (Voice over Internet Protocol). VolP systems vary in quality; most of the top
VOIP manufacturers have very good voice quality within the company LAN, but
there are a number of smaller manufacturers of VolP gateways and systems that
over-compress and gate their voice calls to gain bandwidth. This results in poor
quality audio. VoIP vendors that offer service over the public Internet should be
avoided, both for quality reasons and the possibility of call interruption due to
packet loss.



