
 
 

 

YOUR PRESENTATION 
AT THE AJFO CONFERENCE 

 
Thank you for presenting at the 2015 AJFO Conference! 

Here is some information and guidelines to ensure your presentation runs smoothly. 

1. PREPARING FOR YOUR PRESENTATION 

☐ Workshop room set up:  All rooms are setup with a laptop, at least two microphones, a remote for 

Powerpoint, wifi, and sound hookup for laptops. DVDs can be played directly off of laptops. There is a 

flipchart and markers provided by the Connecticut Women’s Consortium. All other specialty setup or 

materials is the presenter’s responsibility.  

Access your presentation one of three ways: 

If you already sent us your presentation through DropBox:  

It will be loaded on the laptop that is in the room in which you are presenting in. We cannot change 

the presentation that is pre-loaded after Sunday at 5pm. If you absolutely require the use of a 

presentation that is newer than the one you sent in, you must bring your updated presentation on a 

flashdrive.  

If you have your presentation on a flashdrive: 

Bring the flashdrive with you. A laptop will be ready in all workshop rooms. 

If you brought your own laptop:   

You will need to connect your laptop to the projector. If you are a MAC user and have your own dongle 

to connect to the projector, please bring it. We should have enough dongles and connectors, but we 

appreciate your bringing a dongle if you have one. 

☐ Handouts:  Presenters are responsible for printing their own handouts. The Business Center at the 

Marriott is open 24 hours with staff available during the day, and a copy machine is available that can 

be accessed with a credit card. Based on registration as of October, we suggest bringing at least 60 

copies for workshops. General Sessions in the large ballroom accommodate 550 attendees.  

Overall attendance on the highest day is Tuesday at 500 we have 8 workshops going at any given 

time. And about 600 attendees.  

☐ Visiting your room:  Please take a few minutes ahead of time during breakfast or breaks to visit the 

room in which you will be presenting. The Marriott hosts the main ballroom and 4 additional 

workshop rooms, one room the Private Dining Room is located on the lobby level through the Vivo 

Trattoria Restaurant.  The Convention Center hosts 3 workshop rooms. A complete map is included in 

the program guide.   

Monday, October 12- Early Registration begins at 3pm on Monday. At 2:45pm presenters can gather 

and meet Alison Johnson at the Marriott Registration if they are interested in viewing the Convention 

Center to visit their rooms and space.  It shouldn’t take more than 20 minutes. This is a special give 

as the building is closed on Columbus Day.  

☐ If you have a DVD, test it.  Windows Media Player and VLC Media player will be used to play DVDs 

from the PC laptops. Please test your presentation on your own laptop before bringing it to your 

presentation.      

☐ Room monitors will help you:  Each workshop room will have a room monitor to help with set up and 

solving any problems. The monitors will have “ASK ME” printed on their name tags and will alert the 

appropriate staff if there are A/V problems, temperature issues, etc. 

☐ Timing:  The room monitor will alert you when you need to wrap up by holding up large color coded 

signs -- purple for 15 minutes, and red for 5 minutes. Holding closely to the established time limit is 

critical, as our schedule is tight. Chimes will go off in the hallway to remind that there is 5 minutes 

remaining. Please be mindful of ending on time, and leaving the room to allow the next presenter 

time to setup.  Due to the scale of this year’s program, and the current volume of attendees we have 

a tight schedule.   
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☐ Internet access:   In the workshop rooms, Internet access is only available to presenters. If you need 

wireless internet access for your presentation, your room monitor will provide you with an access 

code. It is vital that this code not be released to participants. We have purchased limited wireless 

capacity and our internet access will be overloaded and go down if participants also try to connect. 

We want to have participants fully engaged with your workshop rather than browsing the web!  There 

are designated areas listed in the program guide for them to use wifi.  

☐ Video recording and photography:  Video recording of general sessions and some workshops as well 

as photography will be present at the conference. Contact Aili Arisco aarisco@womensconsortium.org 

for more information.    

☐ Questions:  If you have any questions or concerns related to your presentation, please stop at the 

presenter registration desk first. For further questions contact Olivia Yetter at 

ajfo@womensconsortium.org or in Marriott conference room 6.  

As there are workshop changes up to the last minute to accommodate emergencies and last minute 

changes, there is a 1 page sheet in the program guide with major workshop corrections. The program 

guide on the www.ajfo.org website is always the most accurate version. Posters of the workshop 

schedule are also available. We will do our best to announce any major room change or 

cancellations. Please email or call Olivia Yetter if there is cancellation at (203) 909 – 6888 x22 

☐ Lastly, the app for the conference is available at http://crowd.cc/ajfo with biographies from your 

device. If you use Apple or Android, you can also search for the app in the App store or Google Play 

store. As we have had some corrections to this app, again the most accurate version of the program 

is on the www.ajfo.org website.  

2. BEFORE OR AFTER YOUR PRESENTATION 

☐ Relax and Renew :  Relax or renew before or after your presentation. We have a room open early 

morning and during the day dedicated to self-care called the Healing Art Space run by the Toivo 

Center program at Advocacy Unlimited, located in Marriott Conference Room 7.  

☐ Visit the bookstore or the silent auction.  The bookstore and silent auction are located in the Marriott 

in Conference Rooms 4 and 5. Thanks to those of you who donated items! 

☐ Hot Topics: Run a discussion or suggest a topic at the Hot Topics: Table Talk discussions. This is a 

great forum to introduce a topic in your area of expertise or cover a topic that you feel is missing in 

the current program, as hosts are expected to provide a quick topic/issue overview in 15 minutes or 

less. Stop by the office, Marriott - conference room 6 to sign up.  

3. AFTER THE CONFERENCE 

Unfortunately, we have a limited ability to post presentations in the conference app. However, we hope that you will 

consider making your presentation available on the web if possible, either on your organization’s website, or through 

partnering with another organization if you don’t currently have a website.  

4. PRESENTER AGREEMENT REMINDER 

As a reminder, to submit your proposal, you agreed to the following: 

I (and any other presenters) must register for the AJFO Conference. 

I(and any other presenters) are responsible for copies of handouts and materials. 

I (and any other presenters) will not use my time for promoting products or services during my presentation. 

I (and any other presenters) will allow pictures taken during the conference to be used on social media, 

publications, and website of the conference.  (Update – Unless special arrangements have been made) 

Any logos, photos, headshots that are provided by the presenters directly are owned or licensed by the 

presenters and have given permission to be used by the AJFO conference to advertise a specific workshop or 

the event. 

 

mailto:aarisco@womensconsortium.org
mailto:ajfo@womensconsortium.org
http://www.ajfo.org/
http://crowd.cc/ajfo
http://www.ajfo.org/

