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A/V & Room Set Up Requirements
Microphones

· Please provide a wireless lavaliere (lapel) microphone with fresh batteries for Paul.
· Please have a separate microphone for the person introducing Paul.

Video Requirements

· LCD projector which can be hooked into a laptop computer and a projection screen large enough for all in the audience to see clearly.  If you do not have a rear projection, please place the screen and projector to the side of the stage so they do not block the view of the audience. 

· The video includes sound, so a patch into the room’s sound system is needed.

· Please provide access to the room with your AV technician to test equipment and do a sound and mike check before the meeting.
Stage
· A platform in the center front of the room, close to the audience, is recommended so everyone in the room can clearly see Paul. 
· A clear platform without a podium, tables or chairs is preferred. If a podium is required for other speakers, please place it to the side of the platform or off the platform if that is possible.
· Also, please provide a small, draped table off to the side of the platform for Paul to use during his presentation.

Audience Seating

· Classroom or theater style with angled, or chevron-style rows is recommended. For audiences of more than 100, three sections of seating with an aisle either side of the center section and two outside sections of angled rows is best (to avoid an aisle down the middle of the room).

· U or V shaped seating is second choice. 

· Round tables are least desirable because they disperse the audience. 
· If Paul is speaking after a meal, please ensure servers are not clearing dishes, nor serving desert or coffee during his presentation because this is distracting for the audience.

Lighting

· A bright stage is best. If there are spotlights, please focus them for a general wash of light at the front of the stage.

· Please ensure lights are not directed onto the video screen.
· Paul’s presentation works best when he can see the audience, so please keep the house lights up. However, please dim house lights during the video portion of Paul’s presentation.
Recording

· Paul’s material is protected by copyright. Recording of his presentation is permitted, but requires Paul’s express written permission and a signed recording agreement before the event. Please contact his office for details.

Questions?

· Paul wants to work with you to ensure a successful presentation. Please contact him if you have any questions regarding his audio-video needs or the room set-up.
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