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Speaker’s Guide 
 
 

Congratulations on being chosen as a speaker for the Healthcare Systems Process Improvement 
Conference 2018! 
 

By being chosen, you have a unique opportunity to share experiences from your workplace, which can benefit 
your peers.  As you move closer to the day when you will present, we ask you to keep the following guidelines in 
mind.  It is the mission of the HSPIC Committee to provide our participants the highest quality presentations, 
information sharing, and networking opportunities.  In order for us to be able to achieve the mission, we have 
compiled a Speaker Checklist and Speaker Guidelines that list characteristics from successful presentations.  
Use of these recommendations will enrich the experience of participants watching you present and that is why 
we ask you to incorporate them if you have not already.  There are four checklists listed below. 
 

Important Dates Checklist: 
 

DELIVERABLES DUE: The HSPIC Committee requires that you submit project deliverables for inclusion in the 

online conference proceedings. 

   

Deliverable: 

• A PowerPoint presentation with annotated explanatory notes  

 

Please see the Speaker Guidelines (BELOW) for more details about your presentation 

Important Due Dates 

December 20, 2017      1st draft presentations due 

January 5, 2018  Track Chair will provide feedback to authors 

January 12, 2018  Speaker/Poster Registration Due 

January 19, 2018  Final presentations Due 

February 21 – 23, 2018 Healthcare Systems Process Improvement Conference 2018 

 

To upload your presentation with annotated slides, please visit the web site you entered you abstract -  

 
https://www.xcdsystem.com/hspi/abstract/index.cfm?ID=j3it3Ie 

 
 
Enter your email & password to access your account and follow the prompts to upload. 
 
  

https://www.xcdsystem.com/hspi/abstract/index.cfm?ID=j3it3Ie


CONFERENCE REGISTRATION: Speakers are not registered automatically – you can go to the registration 
page on the conference web site to register – http://www.iise.org/HSPI    You will receive a discounted rate and 
by pre-registering, we can more accurately plan your materials (badge, ribbons, etc.).  Please note: The speaker 
discounted rate is $450.  Speakers must register by January 12, 2018 in order to present.  Please select the 
“Speaker” rate and use “2018HSPI” as the registration code and enter your abstract number.  
 
HOTEL REGISTRATION: Hotel reservations are the responsibility of each individual.  A limited number of 
rooms are available at the conference rate.  Sleeping rooms are available at the Grand Hyatt Atlanta hotel.  
Reservations can be made by visiting the conference hotel/travel page at the conference web site made by 
clicking the link below. 
 

HOTEL RESERVATION LINK 
 
Please note that conference speakers are not paid or reimbursed for travel expenses. 
 

 
SOCIAL MEDIA: We highly recommend that you join the Society for Health Systems social media pages. These 
sites are a great way to stay up to date with conference planning and promotion. We also encourage you to use 
your own social media pages to spread the word about your session. The hashtag #HSPI2018 will be used this 
year for all social media activity. Please use this hashtag in your own social media posts.  

- HSPI/SHS Facebook Page: https://www.facebook.com/societyforhealthsystems  

- HSPI/SHS Twitter Account: https://twitter.com/SHSinfo  

- HSPI/SHS LinkedIn Page: https://www.linkedin.com/groups/867527  
 
 
AV REQUIREMENTS:  A data projector and screen will be provided in each room. 
 

***You must supply your own laptop for your presentation. 
 

 
PRESENTATION GUIDE: 

 
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 
STAY ON TIME: 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. 
 
RELAX: 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 receptive audience of your peers. 
 
MAKE IT PERTINENT: 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." 
 

http://www.iise.org/HSPI
http://www.iise.org/HSPI/details.aspx?id=9240
https://www.facebook.com/societyforhealthsystems
https://twitter.com/SHSinfo
https://www.linkedin.com/groups/867527


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 organization. 

 

HSPI SUPPORT: To assist you in the next few months before the conference, your Track Chair will be in 
communication with you to offer their support and guidance as you create your PowerPoint presentations and 
supporting papers. 

 
NO SALES PITCHES: 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 

• Use the intro slide provided by HSPI 

• Your session time will include the following activities. Please plan your session accordingly 

• Computer set up 

• Moderator introduction 

• Your presentation 

• Audience comments/questions  
• 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. 
• Make your presentation simple and to the point. 
• Take time to practice your presentation...  
• Talk the audience's language. 
• Start and finish on time. 
• Learn to recognize visual cues and body language.  
• 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. 
• Remember, one concept per minute is about the average an audience can assimilate.  
• Point out visual information on the screen via laser pointer (available onsite – must be requested 

at the information desk) instead of walking over to the screen and pointing. 
• Try to understand your potential audience ahead of time. 
• Finally, be sure to thank the audience for their attention. 

• The moderator will introduce the speakers using the biographies submitted with the initial 
proposal.  If you want your introduction to be different than your biography, please provide an 
introduction to the moderator prior to the presentation. 
 

 
 
  



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 or slides.   
• Don't memorize your presentation.  Discuss key points from your outline so that you'll sound fresh 

every time. 
 
 

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. It is OK to take and manage questions during your 
presentation if you are comfortable with this. Please discuss your preference with your moderator. 

• 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. 

• Notify Bill Gibbs (bgibbs@iise.org, 770.349.1126) and your track chair in the event of illness or 
other reason for the unavailability of the speaker or changed session title or abstract.  
 

 
SUMMARY 
Giving a presentation 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. 
 
 

mailto:bgibbs@iise.org


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 - 35 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. 
• Please use conference title slide provided to you. 
 
PROJECTOR 
A projector and screen will be provided in each room.   

 

***You must supply your own laptop for your presentation. 

 


