Speaker Information, Tips& Guideines

A speaker training breakfast isoffered by ACl Committees E-903 (Training of Committee Chairmen and
SessonModerators) and TAC (Technica ActivitiesCommittee) to assist ACI speakersand to encourage
themto present amoreeffectivetalk.

PREPARATION

B Preparefor thegiventimedement.
B PowerPoint Presentationsare preferred asvisual aids. (Overhead transparenciesare discouraged.)
B Keepthequality of the PowerPoint high:

TRAVEL

REVIEW

Do not convey too much information per dide.(4linesper dide.)

Horizontd didesare preferred.

Use proper ACI symbolswherever appropriate.

L ettering on original s should belarge and easy to read. (Do not photograph typed text or
typedtables.)

L R R R 2

If you areflying, carry acopy of your presentation on aCD aswell asacopy of thetalk (or your
speaking notes) on theplane.

Arriveearly. Check inupon arriva at theACl registration desk and then meet with your session
moderator.

A Speaker Ready Roomisavailablefor your usewith computers, an LCD projector, and screen.
YouMUST check into the Speaker Ready Room oneday prior to your scheduled session.
Preview the presentation.

Check the projector immediately before the session for remote control, focusand aspare bul b.
Check thelantern’slight, pointer and especially the control sfor the dide projector.

Check thesound system, lighting of theroom and theinvolved switches.

Make 50 copiesof your presentation in the speaker ready room.

THETALK

Announcethat there are handouts or copies of the paper available.
Do not show morethan 2-3 dides per minute.
Talk and present...DONOT READ!!

NOT E: A number of itemsabovearetheresponsibility of the sesson moderator; however, sinceyour
talk isof importanceto ACI, we suggest that it might be agood ideato seeto them yoursdlf. If you do
not do thesethingsyourself, seethat someone el se actually doesthem.

THANK YOU AND GOOD LUCK!



Power Point Tips
MUST BE: PowerPoint’ 97 or 2000

Keepinmind that thereisgeneraly no connection to the Internet in the sessonrooms, solinks
to externa websiteswill not work.

Notify convention staff in advanceif youwill require other typesof viewersor playerstogive
your presentation, (i.e. real player, Acrobat, etc.).

All moderators and speakers M UST check in at the Speaker Ready Room oneday prior to
their session.

A computer will beavailablein each sessonroom.

Save presentationson CD, zip disk, 3 1/4inch disk or send viae-mail to
Shannon.herrington@concrete.org

To upload your presentation viathe ACI FTPsitefollow the stepsbel ow
open WindowsExplorer (not Internet Explorer)

inthe addressbox type: Ftp://ftp2.concrete.org

user name: Presentations

password: conv—ALL LOWER CASE

copy and paste your fileto the respective day and timefolder
upload complete

SlideTips
Usebigimageswith bright, sharp colors.
Becareful of color combinations. What you see on acolor monitor will not always show the
sameway when projected on aL CD projector. Useadark background and light colorsfor
text and graphics. Do not usered or magenta. Some blues can cause problems.
Bebrief. Sidesarefor visua support only.
Thebest kind of fontsto useare sexif, whichincludes Times Roman, Garamond and Souvenir.
If you areonly using oneto three words (phrases) as aheadline, sans serif type can be used.
Theseinclude Helvetica, Franklin, Gothic, and Optima.
Mix upper caseand lower casefor easy reading. Uselower casewhere emphasisisrequired.

A didewill belegibleif:

u you can stand 6 feet away from a 14-inch monitor and read it
| you hold your dideat armslength facing awindow or light sourceand canread it

Remember, keep it smple. Keep specia effectssmple.



Suggestionsfor recorded presentations

Speaker should stay at the podium, asstationary aspossible. Limit their movement onriser.
Speaker to uselapd microphone or speak into podium microphone.

Speaker should ook at the monitor, not the screen

Usethemouse cursor instead of alaser pointer.

If easel or other aidsareto be used, | et the video cameramen know ahead of time.

Usefont sizeof 24 point or larger in Power point presentation. Anything smaller will beillegiblewhen encoded
for sreaming media

Somefont typeswork better than others. Somefontsare not crisp and fade once encoded for streaming
media. (Fontsrecommended are: Verdana, Arial, Helvetica, Sans-serif )

Power Point dideswith mediumto dark neutral colorsas backgroundswith contrasting font colorswork the
best. (Avoid white backgroundswith dark fonts)

Arrowsandidentifierson the Power Point dideshelp for the web presentation.
Questions should be asked at end of presentations.
Speaker should repeat questions so they arerecorded.

Houselighting should be dim enough so didesare viewablewhiletill alowing enough light for videotaping of
speaker. (Use of extrastagelight by video crew)

Moderator should use microphonefor introductions of speakers.
Moderator to request audienceto turn cell phonesand pages off, or set themto vibrate.

Moderator shouldinstruct speaker to repeat questions asked of them before presentation, and remind speaker
if they do not repeat questions asked.
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Making Your Speech Memor able

M ost peopleare not born public speakers, so their tendency isto deliver unimaginative and easily forgotten
presentations. You have probably sat through countless speeches of thisvariety. Speakerswho riflethrough
pilesof notesand talk to the didesonthewall stretch an audience’ sfragil e attention span to the breaking
point. In addition to being downright boring, such speeches can be detrimental to the associ ation becausethey
present an unprofessional image and dilute key messages. Generaly, theprogramliesin giving lecturesrather
than speeches. A truly memorabl e speech engagesthe audience, drawsthem in and makes each personfee as
though he or sheishaving aone-on-one conversation with the speaker.

Anunderlying premiseof oral communicationisthat it ismeant to be heard —not read. Make themost of each
speaking opportunity by having your audience hear, understand and remember what you say.

1.

Providea*road map” toyour remarks. Tell your audiencewhat you will say, how you plan
to say it, and how long you will taketo make your points. The speech should contain anintro-
duction, discuss on, recommendations, results, conclusionsand summary.

Use conver sational language. Keep thelanguage smple. If possible, avoid acronyms, except
those commonly used in ACI documents. Use short sentences.

Makeyour pointsclearly. Tell thelistenerswho or what the subject is. To what or whom do
they refer? Useexamples. You canimprove the examplesmply by switching the subjects.
Watch for indiscriminate use of thewordit.

Makethemost of visual aids. Visua aids can involveyour audiencein the speech and make
your pointseasier to comprehend. If used incorrectly, however, visua aidscanaseadly hurt
your presentation. On the downsi de, speakershave atendency to useaudiovisua toolsas
crutches. Speakersworking from didesor overheadsrisk losing eye contact with listeners.
Visua aidsshould not replaceor reiteratethetext of your speech. They should strengthen your
message. With that inmind, avoid didescontaining long listsor detailed descriptions; visuals
withtoo much information usually havetype so smal that only the peopleinthefirst two rows
can makethem out. Instead, limit your didesto amaximum of four linesof copy, setinlarge

type.

Piecharts, bar graphs, boxes, arrows, circlesand so forth can effectively demonstrateideas and relationships
between seemingly unrelated concepts.
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Please remember in timing your talk that it takes at least twenty (20) seconds to show one slide, and longer if
detail isto beread. Limit visual aidsto 2-3 per minute. If you have any doubt about using a particular visual aid,
you probably should skipit.

5.

Develop good delivery skills. The way you deliver a speech often means as much as what you
actually say. Developing good delivery skillsisafundamental element in becoming aconvincing
speaker. Refine your body language. Stand still, lean dlightly forward from the waist and use
your hands to emphasize important points. Maintain eye contact with the audience. The
easiest way to do that is by memorizing your speech. Do not be a slave to your written remarks by
reading your speech. Instead, use note cards with bulleted points. Animate your voice. Altering
theintensity and level of your voice not only keeps the audience interested but also providesthem
with audio cuesto your important points.

Pause dlightly before and after important points. Timing isimportant. It takes two minutes to read
atyped, double-spaced page. For a 20-minute talk, this means a maximum of ten pages.

Practice, Practice, Practice. No matter how well you think you know the material, run through

your remarks several times before delivering your speech. Be prepared for the questions you
expect to get, and practice answering them.
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MakingYour Presentation Communicate
By David G Kittridge, ACI Fellow

I ntroduction

Itisimportant that all talks be devel oped from the standpoint of thelistener who may not have had apaper to
review prior tothetalk. Therefore, the speakersmust have apositive speaking style, present four or fivemain
pointsthat can be remembered by the audience and conclude with asuccinct but unique statement about the
subject.

However, even an excellent talk can be enhanced with well-constructed visualsand that isthe subject of this
guide. Therearemany excellent presentation programsavailablewith built in templates, text stylesand color
palettes. Whileitisnot necessary to have one of these programs, it ishighly suggested that they be utilizedin
developing your visuas.

Discussion

Visual s should be used to accompany aspeaker in much the sameway apianist accompaniesasinger. The
singer carriesthemel ody and singsthewords, and the pianist provides background and structure, never
intruding or overshadowing thesinger. Hence, visua sshould support the spokenword. They help clarify key
points, show relationshipsand provide supporting material. Each visual should present aconcept or point, and
thenexplainit withyour talk.

Thisguidewill cover fiveareasin constructing your visua sthat will greatly enhancethe communication of your
subject matter to your audience. Theseareasare: content, thetypeface or font, the color, illustrationsand the
useof clipart.

Content

Thefirst stepin devel oping the content and flow of your talk isto visualize the conceptsyou want to present.
You must decide what aretheimportant pointsthat can be presented inthetimeallotted. Pick out thosefour or
fivemain pointsand devel op your presentation around them. Do not attempt to present al theideasin your
paper. Not only will it probably taketoo long, but also the audiencewill not be ableto remember evena
fraction of al the pointsyou have presented.

Theruleof thumbisthat theaudiencewill only remember about six elementsof your talk withinafew hoursand
oneor twoinafew days. Therefore, it isbetter to devel op astrong presentation for afew itemsthen aforget-
table presentation with dozens.

It hasbeen found that any visua isworthlessif it cannot bethoroughly comprehendedin 20 secondsor less.
Also didesshould not beleft on the screen morethan oneminute. If it takeslonger than that to explain, thenit
istoo complex and needsto be broken down smaller, more easily digested parts. 1t hasalso beenfoundthat a
concluding dide should beread and absorbed infive seconds or less. If adideholdstheattentiontoo long, the
impact of theora discussonislost.

Onecertain way toimproveyour visua sisto keep them smpleand basic. It hasbeen shownthat upto six
itemsonavisua ismaximum amount. Theseitemsinclude headings, axis sandtheir titles, linesonagraph,
piecesof thepiechart, etc. Hence, anormal graph would have aheading, two axis'sand threelinesfor atota
of sixitems. Oncethistotal exceed six, then the audience can become confused. Thevisual would not only
loseitseffectiveness, but may have anegativeimpact onyour talk. Remember if it takes morethan 20 seconds
to comprehend, Smplify!
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Content-continued

Itisaso goodtointerlace your presentation with text, illustrationsand photos. It providesvariety, breaksup
themonatony of atext only presentation and maintainsthe audience’ sattention. A good rule of thumb isthat 60
to 75 percent of your talk should betext dides, 20 to 35 percent should be datainformation graphs, diagrams
and photos, and 3 to 8 percent should betitlesand other transitional dlides.

Type

Therearetwo mainfont stylesor typethat are used in visualsand there are Sans Serif and Serif. Typica Sans
Serif fontsare Arial and Helvetica. Itisused primarily for titles, but can be used to highlight aword or
phrase. A font size of 44 isgood for titles. Typical Serif fontsare TimesNew Roman and TimesRoman.
Thebulk of thetext should bein Serif and should be used in both upper and lower cases. All upper case can
be used for effect, but with few words. A font size of 32 to 36 isgood for the body of thetext.

The common practiceisto haveamaximum of SIX words per lineand amaximum of SIX lines. However, the
fewer thewordsthe better asit aidsin the audience’sretention of the concept.

Color

Likeagood graphic, color attractsthe eye and addsfocus. Studieshave shown that color can increase com-
prehension by over 70%, and have been shown to be over 80% moreeffectiveinsellinganidea. However,
like everything else, do not over doit. Normally, two or threecolorsinasinglevisua areplenty.

Itisimportant to use contrasting colorsto produce attention-getting visuals. Usealight color on adark back-
ground. Theeyewill bedrawntothelight areaswherethe message can easily beread. White, light yellow,
light bluesand light greensjump forward from adark background such asdark blue, black, maroon and
brown. A deep blue backgroundisvery effectivewith either light yellow or light orangelettering. Alsowhat
seemstowork well inasmall room, may not work at all inalarger room. Thefarther away the projector is
from the screen the more contrast will berequired inthetwo colors.

Colorscan aso suggest atopic. Different topicslend themselvesto certain colors. Theseassociationscan be
at thesubliminal level for your audience. Asan examplethe color red projectsdanger, problem areaor hot; the
bluesare stable, calming or cool; and yellow iscaution, positiveor warm. Complementary colorslieopposite
each other on the color whedl. Usecomplementary colorsin developingavisua. Normally acool color for a
background and awarm color for thetext or dataworksthebest. Many presentation software programs offer
avariety of professionaly designed palettesthat can be used without modification. Asadtart usethese palettes
and, asyou gain experience, you can modify themtofit your subject matter.

Colorscan beusedfor organizing. If you arediscussing three aspects of aproblem, show abeginning didethat
color codes each aspect with text and, perhaps, asymbol. Then each referenceto that aspect would usethe
coded color and symbol. The same technique can be used for introducing three stepsin aprocedure or three
partsinastructure. Asan exampleuseyellow, light blue and light green titles on the same background color.
Another effectiveway to add interest to your visualsisthe use of drop shadows. A drop shadow isacolor
behind aletter that makestheletter appear to protrude from the surface. Whilewetend to think of drop
shadowsasbeing gray or black, they can beacolor. Generally makethe shadow adarker shade or tone of
theletter or original.
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Color-continued

Want to stressabit of datain abar chart? Use one color bar for al existing dataand another for projected
dataor averages. Useacontrasting, bright color to emphasizeone diceof apiechart to cal attentionto the
most important portion. However, watch out using too much color emphasi zing or too many colors. Too much
of agood thingwill diminishitsusefulness. Remember, the Rand McNally Co. usesonly fivecolorsto render
mapsof theentire planet.

Onelastitemon using colors. Thecolorsyou see onyour monitor can differ significantly fromthe hard copy.
Therefore, it isprudent to do acolor test for every output deviceyou use. Project theresulting visual and
comparethe colorswith those on your monitor. Look at the color number on the software pal ettesand note
which number producesthe colorsyou want. Then select colorsusing apredetermined palette or color numbers
rather than by screen appearance. The colorswill then be consi stent among presentations.
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[lustrations

[llustrationsareagreat aid in communicating anideato your audience. Most peoplewill remember aconcept
better with awell-devel oped graph, bar chart, pie chart or other visual. Youwill aso beadding acredibility to
your presentation and makeit more professiona looking. However, to makeyour visualsmemorable, itis
quality not quantity that counts. Also, didesof job sites, test apparatus and other smilar items can add another
level of communicationfor theaudience. They helptoidentify Stuationsthat otherwise may beunclear. They
areasovery useful whenthey illustrate aprocessleading to afinished product.

ClipArt

Decidingwhether to useclip art and whichto usecan bedifficult. Clipartis”canned” figures, illustrations,
cartoons, iconsor photosthat comeswith many of the presentation programsand additiona clip art elements
can be purchased quite easily. When used judiciously, clip art can add interest and impact to your presenta-
tions. Therefore, review theclip art that comeswith your presentation program and try afew in your next talk.
Summary

Thefollowing list highlightsthe main pointsto creating effective dide presentations of apaper:

Develop smplevisualsto present only the main points.

Limit text didesto amaximum of six linesof text, with sx wordsper line.

Useamix of upper and lower caseletters.

Keep colors, patternsand text stylesconsistent for all thevisualsin apresentation, using light
colored text or dataagainst adark background.

u Color can be used to suggest atopic, help organizeyour talk or highlight apoint. However, do
not get carried away.

References

The Power Presenter: How to Organize, Devel op and Deliver Successful Presentations, by Justin Joseph,
Amberline Press, PO.Box 211772, Bedford TX 76095

PowerPoint Presentations by Design, by Roger C. Parker, Microsoft Press, Redmont, WA
Brilliant Image, 7 Penn Plaza, New York City, NY 10001

L ook Sharp! How to Design Better Looking and More effective Slideswith Your Personal Computer, by
Eastman K odak Company

Design and Delivery of Winning Presentations, Dag | . Knudsen & Associates, Inc., 8761 L akeview Road,
Bloomington, Minnesota, 55438

16



