PRESENTERS TOOLKIT
Resources and Guidelines for Participating in ASDWA Events
www.asdwa.org/presenter-guidelines

FIRSTLY

THANK YOU
FOR PARTICIPATING!

On behalf of our members, ASDWA would like to thank you
for sharing your knowledge and expertise with the drinking
water community.
The following information should answer any logistical
questions you might have, but please, don’t hesitate to
contact us. ASDWA staff are available to help ensure
everyone focuses on your content, not the technology. You’ll
also find a collection of useful resources we’ve assembled just a few tips and tricks so the audience gets the maximum
benefit from your talk.
If you have any questions, comments, or concerns, feel free
to contact me at aderosa@asdwa.org.
Thanks again,

Anthony DeRosa
ASDWA IT and Special Projects Manager

IN-PERSON EVENT

LOGISTICS
Use the following guidelines to help prepare for your in-person
presentation.
ASDWA will provide onsite technical support, including a Windows laptop
running the latest version of PowerPoint and a laser pointer, for all
speakers.

Audio/Visual Technical Contact:
Anthony DeRosa – IT and Special Projects Manager, ASDWA
Mobile: 202-696-6070 - Email: aderosa@asdwa.org

IN-PERSON
EVENTS CHECKLIST

PRIOR TO THE EVENT:
o

Confirm the details of your talk with your session organizer.

o

Visit www.asdwa.org/events to register. Be advised, speakers are
responsible for making their travel and hotel reservations.

o

You may submit your final presentation, supporting materials, and a
short bio to your session organizer 1-week prior to the event. However,
we ask you bring a backup copy of your presentation on a memory stick.
Title your presentation using the following convention:
“LastName_Date of Presentation” = “DeRosa_101519”

WHEN YOU ARRIVE ONSITE:
o

Inform the staff at the registration table that you are a speaker. They
may have important information for you.

o

On the day of your presentation, plan to arrive 20-minutes early (before
the start of your session, not your talk) to meet the moderator and other
panelists, and to allow ASDWA’s onsite support to load your slide deck if
you have one.

AFTER THE EVENT:
•

ASDWA will make your presentation and supporting materials
available to conference attendees and its membership after the event.

•

If you would like to include another version of your slides, additional
supporting material, or do not wish to have your presented materials
available in this manner, please inform your ASDWA point of contact.
Find more information and additional resources for presenters at
www.asdwa.org/presenter-guidelines

TIPS FOR

POWERPOINT
Let’s face it, we know drinking water not PowerPoint. From perfecting
your timing to taming the technology, use these tips to create a slide deck
that reinforces your point without getting in the way of your message.

VISUALIZE
YOUR KNOWLEDGE

You’ve put a lot of time and thought into your content, but the visual
presentation of your information is just as important! Whether you’re
using PowerPoint or Prezi, keep these four things in mind and you’ll
be ready for anything.

Apply the
7x7 RULE
Limit the number of lines on your slides to 7.
Each of your lines should be limited to 7 words.
Importantly, remember this is a guideline meant
to enhance your presentation, not detract from
your ability to communicate your point.

Embrace
SIMPLICITY
Avoid complicated slide layouts and text on top
of full image backgrounds. The information will
be very difficult to read. Similarly, reserve the
use of decorative fonts for headers or, again,
when you wish to emphasize your point.

Respect
USAGE RIGHTS
Use only properly licensed images in your slide
deck and supporting materials. There are many
methods for obtaining royalty-free images
online. If you are unsure of the usage rights of
an image you wish to use, skip it.

Stay
ON TIME
Time yourself giving your presentation aloud.
Give yourself enough time to communicate your
message, but be mindful of the other panelists’
time and the audience’s desire to engage and
ask questions.
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TIPS FOR

PRESENTERS
While some of us are naturally gifted speakers, the rest of us could use
a few pointers. Whether you’re in-person or coming in live via satellite,
these tips will help you deepen the engagement with the audience.

COMMUNICATE
YOUR MESSAGE

While a great slide can visually reinforce your point, it’s how we
connect with the audience to communicate our message - verbally
and non-verbally - that makes for an engaging presentation.

QUESTION
the Audience
Get the audience involved in what you’re saying,
and make them a part of the session. They may
not necessarily respond each time but posing
questions to the audience throughout your talk
deepens engagement.

Conisder
BODY LANGUAGE
Everything from eye contact to hand gestures
helps you communicate your message, so be
mindful of your body language. Keep your
movements open and confident.

MODULATE
Your Voice
Speak naturally, as though you were addressing
a group of friends about a topic you’re passionate
about. Allow your voice to module - use changes
in pitch and tone to emphasize key points - it will
draw people into your talk.

YOUR STORY
Matters
What story are your trying to tell to the audience?
Telling a story can help the audience focus and
retain information by providing a relatable and
memorable framework.
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OTHER
RESOURCES
We hope you found some helpful tips in this guide, but there’s a universe of information
online that can help improve your next presentation. Find more information and
additional resources for presenters at www.asdwa.org/presenter-guidelines.

