PRESENTATION GUIDELINES (POWERPOINT) (CHECK YOUR ABSTRACT OR THE PARALLEL SESSION PROGRAM AS TO WHETHER YOU ARE PRESENTING IN QC OR BC ROOMS) 

A. QUEENSLAND CONSERVATORIUM (QC)
· LOADING YOUR POWERPOINT’S ONTO A USB STICK OR CD WILL WORK BEST 

· MAKE SURE YOUR PPT IS COMPLETE BEFORE BEING BROUGHT ONSITE 

· ONLY .PPT (NO .PPTX) 

· PLEASE LOAD POWERPOINT PRESENTATIONS TO THE DESKTOP DURING THE MAJOR BREAKS BETWEEN BLOCKS OF SESSIONS, OR AT THE LATEST 15MINS BEFORE YOUR SESSION STARTS. 

· IF EMBEDDED AUDIO OR VIDEO FILES IN PRESENTATION PLEASE CHECK IT WORKS ON ANOTHER PC BEFOREHAND 

· IF USING KEYNOTE PRESENTATIONS, PLEASE BRING YOUR MAC LAPTOP (AND WHITE ADAPTER LEAD) FOR THE PRESENTATION (AND ALSO ADVISE US THAT YOU WILL BE DOING SO ASAP) 

B. BRISBANE CONVENTION CENTRE (BC)
· LOADING YOUR POWERPOINT’S ONTO A USB STICK OR CD WILL WORK BEST 

· MAKE SURE YOUR PPT IS COMPLETE BEFORE BEING BROUGHT ONSITE 

· BOTH .PPT AND .PPTX 

· GIVE YOUR FILE TO THE PC OPERATOR AT THE BACK OF THE ROOM TO LOAD UP AT LEAST 30MINS BEFORE YOUR PRESENTATION 

· SAVE ANY ADDITIONAL, EMBEDDED OR LINKED FILES SUCH AS MOVIES AND SOUND FILES ON THE SAME MEDIA AS THE PRESENTATION IN WHICH THEY FEATURE 

· KEYNOTE PRESENTATIONS CAN BE SAVED AS .PPT FILES, SAVED TO A MEMORY STICK OR CD AND BROUGHT IN TO RUN ON A WINDOWS MACHINE – HOWEVER IF ANY PRESENTERS ARE INSISTENT THAT THEY MUST USE THEIR APPLE MACHINE THEY MUST BRING IN THE APPROPRIATE VGA ADAPTER.
