CURT SKENE
Audio Visual Requirements

	NOTE:  Please note that our A/V specs are requirements while the Staging specs are suggestions.  Proper staging and seating arrangements are critical to the successful communication of important ideas. We’ll be delighted to share with you our experience in these matters.  If you have any doubt or questions, please call us!

	


A/V REQUIREMENTS:   






                          Please Check

1. [image: image1.wmf] 

Curt will use his own laptop so all that will be needed is the appropriate connections to connect to the video display unit.  If there are problems Curt will also bring his presentation to load on a spare system (if available).  

(a)
Video Display must be powerful enough for the size of the room . . . . . . . . . . . . . . . . . 

(b)
It is important to have a spare bulb for video display. . . . . . . . . . . . . . . . . . . . . . . . . . . .    
2. Good quality screen of sufficient size for the size of the room.  NOTE: A good quality, large screen is very important!

3. A CD Player for "walk-in" music.  Curt will supply the CD . . . . . . . . . . . . . . . . . . . . . . . .

4. A remote, wireless lapel microphone with a minimum of one new battery . . . . . . . 

5. Sound connection between or Curt’s Laptop and sound system.  Standard “walkman” connector is required for Curt’s system.

6. If audience size is 50 or less we require a barstool and paper flip chart with markers

An AV person should be available during the presentation to assist if required.

In most cases, if appropriate, Curt will set up the night before.
	IMPORTANT

NOTES:
	Please read carefully, fill in the boxes below and fax this page back to confirm that all A/V requirements will be met.



A. Confirm to Curt whether the video projection will be front or rear projection.  We strongly recommend "rear screen" projection. It produces a stronger image and a much more professional presentation. (`Rear' means the projector is behind the screen).



     Projection will be   ( front       ( rear                           

B. It is essential that Curt be able to see the screen(s) clearly from the stage.  If the screen(s) will not be clearly visible from the stage a large floor monitor will be required.  

C.
Will the client be supplying a corporate or conference logo (GIF, JPG or BMP) for use on Curt’s PowerPoint slides?     (Yes      ( No   Please Note: Curt will do his best to incorporate the logo on in the slide template.                     

D.
You will receive a "master original" of Curt’s Presentation and Handout to duplicate for each participant.  This will be extremely valuable to your attendees in retaining and implementing the material presented.  These will be available three business days before the presentation.
Your meeting A/V equipment will be provided by _________________________________________

Contact person is ___________________________________​​​​​​​​​​​​​​​​​​​​​​​_______________________________

Tel. # (        ) ______________________________   Fax # (        ) ___________________________

Please confirm the above to Curt Tel: (905) 814-1776  Fax: (905) 813-8986  E-Mail: curt@aahhah.com
CURT SKENE’S 

STAGING AND ROOM SET-UP REQUIREMENTS AND SUGGESTIONS:

For Our Presentation To: _________________________________________________

Date: ______________________
City: _________________________________


A) For audiences larger that 60 people, a stage is required for proper visibility.

B) As Curt moves around, an 8’ x 16’ stage is the minimum size.  No podium is required.  If a podium must be on stage for other speakers, please have it well off to the side and away from the screen, or removed for Curt’s presentation.  

C) The screen (as large a screen as possible is important) is best set up to the right of the main stage area (to the audience’s right).  In very large or very wide rooms, two screens may be required with an electronic splitter being used to project onto the multiple screens.  For the best effect, we suggest the following screen sizes…

1) For groups of 75 or less:  9’ high X 12’ wide.

2) For groups of 75 to 250:  10’ high X 14’ wide.

3) For groups over 250:  12’ high X 16’ wide.

Note:  The screen size does depend on seating arrangements to some extent and the ceiling height is also a consideration.   

D) The screen must be located in such a way that Curt can easily see it.  This is very important!

E) The bottom edge of the screen should be at least 4’ to 5’ off the ground for all attendees to clearly see the screen. 

F) Rear projection onto the screen is by far the most effective and professional way to present an image.

G) Proper lighting is very important.  The screen needs to be in darkness while the speaker needs to be well illuminated.  The audience needs enough light to make notes or follow handouts.  


A) For sessions longer than 1½ hours, theatre style seating is uncomfortable, confining and not conducive to learning!  Classroom seating, both physically and psychologically, is the most effective seating arrangement.  Round tables are also better that theatre style but do force many audience members to twist their bodies to uncomfortable angles. 

B) When setting up theatre or classroom style, two off-center aisles are much more effective than one center aisle, except in a very narrow room.

C) Chairs should always be 4” to 6” apart with 24” between rows. The amount of space that people have around them affects their ability to learn.

D) When setting up a wide room, it’s important to set the seating in a slight curve facing the stage to allow the audience to see the stage without twisting their bodies uncomfortably.  It is a little more work to set seating up in a curve but your audience will love you for it.
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 1. STAGING REQUIREMENTS AND SUGGESTIONS:





  2. SEATING REQUIREMENTS AND SUGGESTIONS:




















