Organizational Tips For Presenters
During your videoconference, keep the following items in mind in order to ensure that you will have a successful session.

1. In the beginning:

· Start on time!

· Introduce yourself.

· Remind participants of why they are there.

· Explain your expectations of the program and them.

· Ask a facilitator at each site to assist you.

· Use an “icebreaker.”

· To avoid the “paper shuffle noise”  

· Number the documents

· Print documents in order

· Stop talking while participants change to next document

2. As you move on:

· Keep your presentation SHORT (no longer than 5–10 minutes).

· Change the video output for variety.

· Explain what you’re doing and why.

· Use INTERACTIVITY at least 40% of the time and as much as 75% of the time.

· Give GOOD directions—visual and oral.

· Evenly distribute your time between sites.

· Keep an eye on your time.

3. As you are winding down:

· Acknowledge the end of the program 5–10 minutes before you end so participants can be prepared and ask questions for clarifications.

· Thank participants for their time.

· Remind participants of any follow up, e.g., your contact information, any follow-up materials, the date of the next session, etc.

· Remind participants of the need for evaluation.
· Give participants CLOSURE.
Modified from CILC documents.
