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AV Notes for presenters :  please read the information below if you are giving a presentation, so that we can ensure 

that appropriate arrangements are made to cover your AV Requirements. If you require advice, guidance, or would like to confirm your 

requirements or any details regarding your presentation, please do not hesitate to contact us in advance of the event.  

 

Apple Mac / Keynote / Prezi  

Please submit your presentation in Microsoft PowerPoint. If you intend to present using a different program or from your 

own laptop or hardware, please contact us ( see contact details below) in plenty of time in advance of the event so that we 

can liaise with you regarding your requirements to avoid any problems on the day. 

 

Conversion from MACs 

If you wish to use a presentation produced on a MAC please ensure that when you export it to Microsoft PowerPoint, that 

the PowerPoint presentation runs OK and as you expected it to – often there can be changes in formatting or animations 

that occur when presentations are converted. If you require any assistance please do not hesitate to contact us to discuss 

your requirements. 

 

Aspect Ratio 

Please set your slide up in 4:3 aspect ratio ( not 16:9) Although 16:9 ( widescreen) is the default for some things nowadays, 

4:3 is still the standard for presentations as it lends itself better to bullet points. 

 

Font Size and Type 

Its not up to us to tell presenters which fonts and font sizes to use. However, to avoid problems on the day, when building 

your presentation please remember that it will be shown on a screen to a number of people who are a lot further away from 

it than you would be from a computer screen so please keep bullet points short and use ample font sizes. Too much 

information on one slide is not only difficult to read but is likely to cause your audience to switch off. 

 

Audio and Video 

If your presentation has audio or video in it, please let us know in advance so that we can ensure that this is catered for on 

the day. Not all venues include audio connections for presentations in their system so it is important that we know in 

advance so that we can ensure that everything runs smoothly for you. 

If your presentation has videos in it, Please provide the video files separately. If you embed the videos and don’t provide a 

separate copy of them, and they wont run and need converting, we can only do this if we have the video files. Please 

remember that there are many different video codecs, and lots of variations on graphic cards   and hardware and just 

because a presentation or a video run OK on one Windows PC, this doesn’t mean they will run OK on any Windows PC – so 

please do send a copy of your presentation in advance so that we can ensure that everything runs smoothly for you on the 

day. Please also remember to check you have provided the actual video files, not shortcuts or links to the file location on 

your hard drive or work network. 
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Internet / Cloud requirements 

If your presentation requires an internet connection it is imperative that you contact us to discuss this in advance. Many 

venues have internet connections that are not particularly fast and as soon as you put a hundred or so conference delegates 

in a room, all trying to access the internet or cloud via their smart devices, the bandwidth is spread incredibly. Even if you 

have actually tried your presentation in the room that you are presenting in when it is empty, don’t assume that the 

connection speed will be the same when the room is full of people. Similarly 3G and 4G devices can suffer from the same 

issues when a large number of them are in the same room ( or the same cell). If at all possible please don’t rely on an 

internet connection or cloud connection in your presentation. 

 

On the Day  

Even assuming that you have sent your presentation to us in advance for compatibility checking, please arrive on the day of 

the presentation at the very least before the break prior to your presentation, so that you can check your presentation in the 

break. If you arrive when a session is already running it is not possible for the technician to check your presentation if he is 

looking after the presentation for the person on stage. 

 

Additional Hardware 

If you require additional items such as a Laser pointer, or if you will be presenting “on the move” rather than from a static 

lectern ( and therefore may require a tie clip wireless microphone) please again advise us in advance. Some venues don’t 

offer these facilities and so it is important that we discuss these requirements prior to the day of the event. 

 

Wireless presentation control 

In some larger venues we provide a hand held device or a lectern mounted device to advance slides. These will either have 

one button or two buttons on them. A device with one button is to be used to advance with one button press being one 

advance in PowerPoint. A device with 2 buttons will have a green button ( to advance) or a red button to go backward. 

Sometimes this device will be fixed to the lectern. If there is a wireless one for your use, Please remember to replace it onto 

the lectern when you finish so that it is there for the next presenter, please don’t take it with you when you go offstage. 

Please note : in situations where there is a technician looking after the presentations, these devices will normally NOT be 

connected to the presentation computer, they will be connected to a system that advises the technician that you wish to 

advance slides ( as they may also have control of audio or video separately) so there may be a very short delay after you 

press the button. Please allow a reaction time before pressing the button again or you will find yourself two slides ahead. 

 

If in doubt 

If in any doubt, please contact CPS on 01202 57 2000  - office@cpsgroup.co.uk and we will be pleased to discuss your specific 

presentation and requirements with you, but Please contact us in plenty of time for us to discuss this with you. There is not 

always time for us to assist with changes to format or interfacing hardware or other queries if you only contact us a day or 

two before the event !Please do not email presentations to us in the first instance as they could be filtered out, please 

contact us by email or telephone to discuss your presentation and we will send you a link which you can use to send us your 

presentation.  
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