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DELIVERABLES 
 
This section will guide you in preparing your deliverables.  It also includes special information 
concerning format and illustrations.  All speakers and alternates are required to submit one 
of the two sets of deliverables outlined below for inclusion in the Conference Proceedings, 
1) a PowerPoint™ Presentation and Briefing Document or 2) a PowerPoint™ Presentation 
and a Full Paper.  Access to the Proceedings is made available to conference attendees.  The 
Conference Proceedings is also posted on the IIE/SHS web site and is widely used by many 
companies as a continuing reference source. 
 
Please note: All Power-points and word documents will be converted to PDFs for inclusion 
in the Conference Proceedings. 
 
PowerPoint™ Presentation and Briefing Document  

Many organizations do not prepare written reports, per se, but instead use PowerPoint or other 

presentation software to produce a more digestible “briefing document” to summarize 

engagement/project results and outline next steps.  Speakers may choose to prepare such a 

document instead of a formal paper.  A briefing document must be able to stand on its own.  Any 

terms, figures, tables, etc., must be clearly understandable to a relatively disinterested third party 

without requiring a live presentation/interpretation.  In other words, it should be detailed enough 

that a colleague or an administrator could pick it up and learn from it without having attended 

the conference.  Another type of briefing document that will be accepted is annotation of each 

slide.  Annotating the slides consists of documenting in paragraph form the background, 

explanation and conclusion that will be shared with the audience for each slide.  

 
You can upload your PowerPoint™ Presentation/Briefing Document/Paper at 
 

https://www.xcdsystem.com/shs/abstract/index.cfm 
 
 

Enter your email & password to access your account. 

 

  

https://www.xcdsystem.com/shs/abstract/index.cfm
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PRESENTATIONS 
 

This section offers suggestions for improving your effectiveness as a speaker.  In the continuing 
process of self-improvement, we hope the suggestions and information provided will be of 
benefit to you. 
 
INFORMATION/SUGGESTIONS 
As one of a number of speakers, you have been scheduled into a time slot.  If you exceed your 
time, you are delaying the next speaker and decreasing their allotted time.  The moderators are 
instructed to adhere to scheduled presentation times, hence as you reach your allotted time, be 
prepared to stop on signal.  You and your moderator should coordinate a signal or cue for this 
purpose. 
 
Because you are a presenter at the HSPI conference, there will be an audience to hear what you 
have to say.  The audience is interested, friendly, and wants you to do a good job so they can 
derive maximum benefit from your presentation. You have a friendly audience, so you can relax 
realizing you are talking with friends. 
 
Technical people tend to present more information than necessary.  So carefully sift your 
information and select only what your audience needs to know.  Your best service may be to 
present only the facts pertinent to the discussion.  Remember, if you present too much, your 
audience may get lost. 
 
Consider your audience by avoiding needless elementary information, yet don't "talk over their 
heads." 
 
As you prepare your presentation, please remember that attendees are looking for results-

oriented and hands-on presentations that will provide them with the opportunity to learn new 

skills and bring home ideas that they can put into practice in their own facility. 

 

To assist you in the next few months before the conference, your Track Chair will be contacting 

you in the next few weeks to offer their support and guidance as you create your PowerPoint 

presentations and supporting papers. 
 

Refrain from advertising your company's product or service during the session.  The 

conference is an educational forum for the exchange of ideas.  Your audience will not be 

receptive to a sales pitch. If you present the technical information in a highly professional 

manner, that will be your best sales pitch and recognition as an expert in the field.  
 
Company or Organization branding logos are limited to two (2) appearances within the 
presentation. A single, non-obtrusive Copyright marker, no larger than 14-point font, may 
be displayed on each slide to protect intellectual capital. 
 
ADDITIONAL THOUGHTS - DO'S 
 Divide your presentation into three parts: Tell them what you are going to tell them, tell 

them, and then tell them what you told them. 
 You would not have been invited to speak unless the HSPI Conference Committee thought 

you had something to offer. 
 Make your presentation simple and to the point. 
 Take time to practice your presentation... again and again. 
 Talk the audience's language. 
 Start and finish on time. 
 Learn to recognize visual cues and body language.  
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 Know what you want to say. 
 Speak clearly; be confident and enthusiastic. 
 Know when to listen. 
 Don't get upset when people disagree with you. 
 Have your materials ready. 
 Learn to "think on your feet." 
 Remember, one concept per minute is about the average an audience can assimilate. 
 Don't memorize your presentation.  Discuss key points from your outline so that you'll sound 

fresh every time. 
 Try to understand your potential audience ahead of time. 
 Finally, be sure to thank the audience for their attention. 
 
DISTRACTIONS TO AVOID - DON'TS 
 Don't rattle coins, keys or other objects; it distracts from what you're saying. 
 Don't bore your audience with long speeches; involve them. 
 Don't pace back and forth; the audience tends to watch your acrobatics instead of listening to 

your words. 
 Limit your hand gestures. 
 Try not to read your notes.  Act involved. 
 Do not read your visuals. 
 Point out visual information on the screen via laser pointer (available onsite) instead of 

walking over to the screen and pointing. 
 
QUESTIONS AND ANSWERS 
 Allow time for questions.  Time should be allowed to permit questions from the audience.  

Your moderator should assist with getting the questions started.  It is helpful if questions 
from the audience are repeated at the podium.   

 Many authors enhance their presentations by encouraging the audience to ask short 
questions during the presentation.  If you can do this without getting sidetracked and finish 
your presentation on time, you may wish to consider this.  It is completely up to you and 
your session moderator, who should be asked about it in advance. 

 Be sure you understand the question before you answer.  Restate the question, and then 
answer it.  Do not indulge in private questions and answers with the person in the front row.  
The audience wants to hear the questions and their answers.  Do not permit yourself to 
become embroiled in a personal technical argument with a member of the audience.  Tell 
him or her that he/she has some very interesting points and you will be glad to discuss them 
with him/her following the session. 

 If there are no questions, you have two questions to ask of yourself: Was my presentation so 
boring that the audience wants to get on with the next presentation?  Or, was it so good that I 
answered all their questions? 

 
SUMMARY 
Giving presentations anywhere is not a simple task.  Precise planning and meticulous attention to 
detail are required from start to finish if you want to be as effective and productive as possible.  
A lot of your success will hinge on the presentation techniques and skills you develop and the 
kind of equipment you utilize.  Learn about what's available and how to use it to full advantage 
to meet your needs. 
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SLIDE FORMAT GUIDELINES 
 

This section is to provide you, the speaker, with some proven tips on preparing quality, 
professional visual aids.  The quality and effective utilization of visual aids can greatly affect the 
overall evaluation of any speaker's presentation.  The conference continues to strive for high 
quality programming.  Excellent evaluation ratings usually correlate with having excellent visual 
aids. 
 
GENERAL SUGGESTIONS 
 Due to the size of session rooms, visuals must be able to be viewed from 30 feet or more. 
 Use large type lettering.  Headings can be as large as 48 point and body 36 point. 
 Present only one major theme per visual. 
 Limit the number of words per visual to 25 - 40 words. 
 Avoid cluttering.  Use a maximum of 6-7 words per line with a maximum of five (5) lines. 
 Leave at least the height of a capital letter between each line. 
 When presenting data, limit your visual to three (3) columns of information. 
 Use your visuals to outline, be brief but concise. 
 Use words with positive meaning and avoid slang. 
 Prepare separate copy for visuals.  Good visuals are seldom made from drawings or tables 

intended for publication.  Typewriter type or computer printouts are too small. 
 Practice how your visuals will be utilized in your presentation. 
 Vendor product or company logos or names should NOT appear more than two (2) 

times in entire presentation, including in slide headers or footers. 
 
DATA PROJECTOR 
A data projector and screen will be provided in each room.  ***You must supply your own 
laptop for your presentation. 
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PAPER FORMAT GUIDELINES 
 

The desired order of the contents of the average paper is as follows, and authors are requested to 
prepare their papers according to this pattern: 

a) Title 
b) Subtitle 
c) Author's name and business affiliation 
d) Abstract 

e) Body of paper 
f) Acknowledgements 
g) References 
h) Biographical sketch 

 
Illustrations and tables should be used where appropriate.  Keep in mind when developing or 
choosing illustrations that material may not be always printed in color.  Photos for 
reproduction in your deliverable should be good, sharp, black and white prints for best 
results. 

 
STYLE 
It is well to remember that the chief purpose of a briefing document or paper is to convey 
information to others, many of whom will be far less familiar with the general subject than 
the author.  Care should be exercised to use simple terms and expressions and to make 
statements as concise as possible.  If highly technical or unusual terms or phraseology are 
necessary, they should be adequately explained and defined.  You should attempt to write 
for the average engineer - not the specialist. 
 
Grammatical construction should be in the third person and reference to individuals and 
companies always should be made with extreme discretion.  Deliverables must be free of 
commercialism. 
 
SPELLING 
Spelling of technical terms and names should be carefully checked. 
 
NOTE: SHS/IIE is a secretariat of the ANSI Z-94 Standard on Industrial Engineering 
Terminology.  It is recommended that all authors who prepare articles and other materials 
for SHS/IIE publications familiarize themselves with the ANSI Terminology Standards on 
Industrial Engineering and use the terminology in their writings.  Authors may also wish to 
define new or differing terminology.  Copies of the ANSI Standards are available in most 
libraries or through IIE. 
 
LENGTH MINIMUMS 
The briefing documents should be a minimum of one - two typed pages.  The paper should 
be a maximum of six typed pages.  Illustrations and tables should be used where appropriate.  
Keep in mind when developing or choosing illustrations that material may not be always 
printed in color.  Photos for reproduction in your technical paper should be good, sharp, 
black and white prints for best results. 
 
APPROVALS AND CLEARANCES 
It is the author's responsibility to secure such company and governmental approvals as may 
be required.  If approval or clearances are involved, the paper should note that these have 
been obtained. 
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COPYRIGHT 
Unless otherwise specified, SHS/IIE will copyright your technical paper to prevent its 
becoming public domain.  You must sign and return the copyright form to SHS/IIE 
Headquarters.  It is necessary that this form be received prior to publication. 

 
INFORMATION FOR PREPARING PAPER 
Using the standardized format for paper preparation below will ensure that the paper will be 
reproduced clearly and in proper form. 
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YOUR PAPER’S TITLE SHOULD BE BOLD, ALL CAPS 

14 PT. TYPE, A MAXIMUM OF 3 LINES 

STARTING DIRECTLY AT THE TOP LINE 
(blank line) 

Your By-Line should be 12 pt. Italic in Upper and Lower Case 

(blank line) 

(blank line) 

 
 

To ensure that papers will be reproduced in proper form, authors should observe the following: 

 

 

Papers 
 

1. Use one side only (a maximum of 6 pages 

permitted, including illustrations and 

biographical sketch). 

 

2. Papers should be formatted 2 columns to 

a page, single-spaced. They must be typed 

and saved as a Microsoft Word document or 

sent as a pdf. 

 

3. Avoid heavy solids or graphics with dark 

backgrounds. Simple line drawings or 

graphics are encouraged. 

 

4. If you have photographs, they will need to 

be screened (no higher than 100 lines per 

inch) and positioned to proper size on your 

original. (Caution: even after screening, 

some photographs lacking in clarity and 

contrast will not reproduce well.) 

 

Headings 
(blank line) 

 Headings should be centered in 12 pt. 

bold, upper and lower case. Indent 

paragraphs ¼". Font should be 10 pt. Times, 

Times Roman, Roman, or something close 

to this font style. Extend your copy the 

whole width of each column using full 

justification. No additional spacing between 

paragraphs is needed. 

(blank line before new headings or 

subheads) 

Subheads 

 Subheads should be flush left in 10 pt. 

Italic bold. Paragraphs following subheads 

begin with normal, single line spacing. 

 

 

Your Cooperation is Needed 
 

 Please set your left, right, and top 

margins at .8 inches, bottom margin at 1.2 

inches, and center margins (between 

columns) at .3 inches.  

  

 

 

 

Biographical Sketch 
 

 Place your biographical sketch at the 

end of your paper using the above heading. 

Remember that this sketch, as part of your 

paper, may not exceed the-six page limit. 

Include the following information: Name, 

Position, Organization, Current Activities, 

etc. 


