
 

 

Please read the following information carefully. 

 
• Presenters whose proposals are selected for presentation MUST be available to present any day during 

the ACTFL Annual Convention. ACTFL reserves the right to schedule all presentations in any slot during 
the published convention dates and times and cannot take individual requests for preferred presentation 
assignments. If a presenter cannot accept the assigned time, then the presentation must be cancelled.  
 

• All presenters, including session chairs, moderators, and/or facilitators, must register for the convention 
be a member of ACTFL or one of our Convention Partner organizations. 
 

• Each session room will be set with an LCD projector, cart, screen, audio (sound), podium and lectern 
microphone (if needed). Presenters must bring their own laptop computer to connect to the LCD 
projector. Any additional audiovisual equipment is the responsibility of the presenter and must be ordered 
and paid for by the presenter. ACTFL will provide order information for the convention audiovisual 
supplier. 

 
• Presenters will have access to a wireless Internet connection in all meeting rooms. ACTFL cannot 

guarantee that all connections will be secure or the optimal performance of higher bandwidth usage such 
as streaming video, Zoom, or other chat applications. Although WiFi will be available throughout our 
meeting spaces in the convention center, strong and stable WiFi is not guaranteed in the Exhibit Hall 
(applicable for Electronic Poster presentations). 
 

• Presenters should inform attendees if you do not want videos or photos taken of your presentation or 
slides. 

 
• Presenters must adhere to the Presentation Accessibility Guidelines outlined below in this document 

when preparing for a presentation. 
 

• Presenters are not permitted to endorse or promote any commercial product, service, or company in 
which they have an affiliation or self-interest. 
 

• Presenters must follow the guidelines outlined in the Call for Proposals on the use of AI in preparing your 
proposal. 

 
• Presenters must observe copyright and trademark rules. If you plan to use copyrighted or trademarked 

print, digital, media or online resources, you must obtain appropriate permissions prior to submitting your 
proposal. 
 

• Presenters are responsible for keeping all information sent from ACTFL and complying with the 
instructions and deadlines provided. 
 

• Each presenter is responsible for uploading any handouts for session attendees to access either prior to 
the convention, during the event, or immediately following (optional).  
 

• All presenters are responsible for expenses incurred as the result of being accepted to make a 
presentation during the convention. This includes all travel expenses and registration fees.  
 



  
 

 

• Presenters who cancel their session after agreeing to present or who are a “no show” at the convention 
may not be considered for a presentation for the following year’s convention. 

 
 

Presentation Accessibility Guidelines 
 
Wheelchair Access 

• Ensure there are empty spaces for wheelchair users and do not move chairs into these 
designated spaces.  

• Keep aisles clear to facilitate ease of movement. 
 
Interpreter Location and Communication 

• If sign language interpreters are present, allow a clear line of sight between them and the 
audience. As a presenter, position yourself so that you can easily be seen by both interpreters 
and the audience. Allow Deaf or hard of hearing attendees with the interpreter to sit up front. 

 
Presenter Location 

• Avoid speaking from darkened areas to help those who rely on lip-reading.  
 
 

Communication During Presentations 
Clarity  

• Always use a microphone when available.  
• Avoid shouting but make sure you are loud enough to be heard.  
• Please use the automatic live captioning functions if available in your presentation software (find 

out how to do this when using PowerPoint, Google Slides, and Keynote here).   
• If all or part of your presentation is pre-recorded, include captions. This not only aids those with 

hearing impairments but also provides clarity in noisy environments or poor audio conditions.  
 
Pace 

• Keep a moderate speaking speed. 
• If requested by the audience, sign language interpreters, or those using real-time captioning, be 

prepared to slow down. 
• To ensure a moderate speaking speed and/or be able to respond to requests for a possible 

reduced pace, try to keep your presentation content concise (i.e., do not “overstuff” your 
presentation content). 

 
Audience Interaction 

• If comfortable, introduce yourself with your pronouns and invite attendees to do the same. 
• Always repeat questions or statements from the audience to ensure everyone has heard. 
• During discussions, one person should contribute at a time, and contributors should identify 

themselves by name. This is especially important in the presence of sign language interpreters.   
 
 

Presentation Slides (PowerPoint, Keynote, Canva, Google Slides, etc.) and Audiovisuals 
 
Sharing Slides in Advance with Sign Language Interpreters 

• Whenever possible, share presentation slides with sign language interpreters in advance so that 
they can familiarize themselves with the content and research how to sign specialized 
terminology. 

 
 
  

https://www.aaal.org/2024-conference-additional-presenter-resources


  
 

 

Font Style  
• Use a consistent font and color scheme. Using different styles and colors can make reading more 

difficult for the audience. 
• Sans-serif fonts are strongly recommended as they are easier to read. If using a serif font, 

choose from the list below as these suggested fonts have less decorative edges, which can 
cause reading difficulties. Recommended sans-serif fonts: Arial, Calibri, Century Gothic, 
Helvetica, Garamond, Lucida Sans (Windows), Lucida Grande (Mac), Tahoma, Times New 
Roman, Verdana. Recommended serif fonts: Book Antiqua, Bookman Old Style, Times New 
Roman. 

 
Font Size 

• In terms of font size, the larger the better. Remember, your slides must be readable, even at the 
back of the room. A good title size is Verdana 40 point; a good subtitle or bullet point size is 
Verdana 32 point; content text should be no smaller than Verdana 24 point. 

 
Using Caps & Italics 

• Avoid using all capital letters, as it makes text hard to read and it conceals the use of acronyms. 
• Italics can be used for “quotes” and to highlight ideas. 

 
Slide Background 

• Try to use the same background on each slide. 
• Avoid white backgrounds; use either off-white with black text or dark with light colored text. 

 
Use of Color 

• Color combinations to avoid: green and blue, dark yellow and green, purple and blue, orange and 
green, and red and green 

 
Text Positioning & Animation 

• Avoid putting text/subtitles at the bottom of the screen because people in the back of the room 
cannot see them. 

• Limit animations since they can be distracting for people with visual disabilities. Be consistent if 
you choose to use them.  

 
Graphics, Charts/Graphs, & Illustrations 

• Avoid using unnecessary graphics and those that are difficult to read from a distance.  
• Tables and graphs should be presented on individual slides. 
• For any visuals you distribute or display, give a brief verbal description; this is essential for those 

who are blind or visually impaired.   
 
Slide Content 

• Limit each slide to one idea. 
• Use bullet points to cover components of each idea. 
• Keep each bullet to 1-2 lines. 
• Limit the number of bullets in a slide to six. 
• Avoid large blocks of text. 

 
 

Shareable Materials 
Handouts 

• If providing handouts, offer versions in large-print format (14- to 16-point font, boldface).  
 
Shareable versions 

• Prepare downloadable versions of your presentation slides or text. Make these available ahead of 
time if possible or through QR codes.  
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