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As you know, the room setup is very important to the success of your event. Please read these
suggestions and follow them as closely as possible. Positive Success = Event Success!

Room diagrams are provided for maximum impact for the audience size.

Michael likes the audience as close to him as possible. The distance between the projection table
and the first row should be approximately 4 feet.

Please keep enough distance between rows so that people moving in and out of the rows can do so
without interrupting those seated.

The screen MUST BE LARGE ENOUGH to be seen from the back of the room.

Michael requests the lights to be as bright as possible. The lights directly over the screen need to
be dimmed so they do not wash out the screen.

Room temperature needs to be as close to 68˚ F as possible.

We have found that music is a great “attitude adjuster” to set the mood for the program. It should be
playing when the audience arrives, during breaks and at the end of the program. Positive Success
has play lists available.

Give Michael a “heads up” by sending him a copy of your program and any other information about
your company or organization in advance. The more he knows about you, the better your event will
be.

Please complete the Pre-Event Questionnaire and fax, or mail, it to us as soon as possible.
Remember that Michael is a “Positive” speaker! You and your participants will be inspired and
excited about your business and personal success. You have made the right choice!

Questions? Call 1-847-984-7636

Guidelines:

Success Hints:
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Michael will provide his own LCD Projector.

Please provide a 6' skirted table at the front of the room for his projector and computer.
One power strip to accommodate LCD projector and computer.

Projection screen large enough to be seen from the back of the room.

Hand held wireless microphone if seating is over 50. No microphone needed for groups under 50.

Two 6' tables covered and skirted in the back of the room near the main entrance.

Note: Positive Success can provide a PA system and 80” screen for local events if necessary.

Questions? Call 1-847-984-7636

Power strip cord must be long enough
to reach from the table to the wall outlet without causing walking hazard.

AUDIO VISUAL EQUIPMENT REQUIREMENTS
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EVENT ELEMENTS “Best and Worst”

I t e m B e s t W o rs t
Program
Tim es

M or n ings, 9:00 -12 :00, w h ile people are aw ake
and alert.

A fternoons, af ter lunch or du ring cock tai ls .
P eople are sleepy , ti red and m en tally d r ained.

Sta rt tim e S tar t p recisely on t im e, r egar dless o f w here
attendees are . T h is estab lishes the tone o f th i s
and fu tu re m eetings. It show s respect fo r thos e
w ho arr ived on tim e and keeps the res t o f your
event on t rack .

Bre ak s H ave a bre ak once every 90 m inu tes. It shou ld
last 15 -30 m inutes. S hor ter if they are stay ing in
the sam e room , longer i f they'r e changing
r oom s .

Le n gth T hr ee hour session w ith a b reak, o r a 90 m inu te
session w ithou t a br eak.

Se a tin g T heater sty le , sem i-ci rcu lar; keep ing the
aud ience close and tigh t to the stage and
speaker . Th is setup main tain s eye con tact and
cr eates energy .

Chairs F il l the fron t row s fi rst . Set fo r 10% under actual
at tendance, so m ore chai rs have to be b rough t in .
Cr eates r es ponse: "The seminar w as so good they
had to b ring in m ore chai rs! "

Co f fe e C offee available bef or e the sess ion and at b reaks.
T w o sided buf fet tab le allow ing fo r tw o lines.
Cr eam and sugar at a separate s ta tion.

Tuition C har ge a tui tion . It creates a sense o f value and
decreases no -show s . ( Excep tion : Com pany
m eetings w ith requ ir ed at tendance).

Sta ge s e tu p C enter stage, cen ter screen, chairs clo se to the
stage to cre ate energy and in tim acy .

L ate start s that show disr espect fo r those w ho are
p res en t . N o one w il l r es pect you r nex t event
t im es and you 'll fo rever star t la te . (T he people
w ho are late are alr eady frust ra ted . T he ones
p r esen t ar en 't ...yet. )

N o breaks o r sho rt b r ea ks . (If you w or ry abou t
lo sing peop le at the br eak, then the b reak isn 't
the p rob lem ; it 's the p r ogra m. )

O ne hour; (too shor t to estab l ish r apport and
del iver enough con ten t) . Tw o hours; (too long
f or one session, yet too sho rt to g ive a br eak) .

R ound tab les that sp read the aud ience ou t and
posi tions attendees facing each o ther in stead o f
the fron t . U -s hape.

E m pty fron t r ow s w i th peop le seated in the back .
O ver -seated by any am oun t al low ing th is to
happen . (H o tels wi ll u sually tr y to over -seat, so
they w on 't have to b ring in m ore chai rs.)

U navailab le o r charging at tendees fo r it .
( H ow ever, having it fo r sale is bet ter than not at
al l.)

F ree. N o sense of value. A t tract s people ju st fo r
donu ts , co ffe e and social iz ing . P eople ar e m ore
l ikely to no -show .

C orner scr een , chairs m ore than 3 feet fr om
stage, a lectern .

Ligh ting B righ t r oom. A l l l igh ts on , all shades open. D ark o r low ligh ting. ( U sually done f o r sl ide o r
data p ro jecto rs on ly ) .

Sound
Sy s te m

Spe ak e r
Int rod uc tio n

Conflictin g
Ev e nts

Q uali ty sys tem, w ireless lapel m ike, m ul tip le
ceil ing speakers, tested to be clear. (P ro fessional
op tion : S ound eng ineer w ith rem ote sound
system, mixer and co rner speakers on stands).

A sk il led int roducer w ho is e nthus iast ic , know s
or has heard the speaker, is fam il iar w i th the
in troduction , and comf ortab le w ith publ ic
s pea king. H ave separate m icrophone fo r the
in troducer to use.

N o conflic ting events allow ing all a ttendees to be
p resen t . Bu ild in t im e betw een the p rog ram
end ings and m eal beginn ings. It reduces st ress .

O ld sty le , sel f-con tained lectern . H and held , hard
w ired m icrophones w i th sho rt co r ds. S ound is
cri ti cal to hav ing a successful even t.

A last minute selection o f s om eone w ho doesn 't
w an t the job , w ho hasn 't seen the w ri tten
in troduction , is n't com fortab le w i th an aud ience
and w ho f ears m icr ophones saying; "O h , I w on 't
need that" , then gives a lackluster in troduction o r
w orse yet ma kes fun of the speaker.

C onfl ic t ing sessions. Tight ly schedu led lunches,
im m ediate d raw ings o r cock tai l parties in o ther
r oom s.


