ABA/ANZIHLE CONFERENCE 2006

SPEAKERS BRIEFING NOTES

To ensure the highest possible success of your presentation and the Conference Program, we ask you to carefully note the following information.

PRIOR TO CONFERENCE
· All presenters are required to Register for the Conference. 

· All presenters are required to supply a 100 Word biography, and an abstract up to 300 words (if not already provided).  Could you please send anything outstanding to l.willmott@qut.edu.au. 
ORAL PRESENTATION

· All presenters using PowerPoint must provide an IBM compatible presentation on CD ROM or USB. No personal laptops are permitted.

· Please provide your presentation to the audiovisual technician at least 30 minutes prior to your session.

· Go to you designated room 10 minutes prior to the beginning of your session to meet your chairperson. Contact your chairperson earlier than this if possible – chairpersons will be noted in the conference program.
· The chairperson will introduce speakers using the biographical notes provided, will serve as a moderator during question time, and will maintain time schedules. 
· Speakers must keep to their allocated time, which is 20 minutes for the presentation and 10 minutes for questions. 
· All speakers must be in attendance for the whole session. 
· Speakers will be introduced in the order in which they appear in the Conference Program, unless by mutual consent and agreement with the chairperson, the order is changed.

AUDIOVISUAL EQUIPMENT AND MATERIAL

Each session room will be set up with the following equipment:

· IBM PC with CD ROM drive, and USB port. (Applications available will be Windows XP and PowerPoint 2000.)

· Data Projector and screen.   Lectern. 

· There will be no microphone available for speakers in the concurrent sessions.

· There will be no 35mm Slide Projection available.

· An audiovisual technician will be available for assistance
THANKYOU FOR YOUR PARTICIPATION IN THE CONFERENCE
