
ACTFL 2026 Tips for  
Practice-Oriented & Research-Oriented Paper Presentations 

 
Papers - Paper presentations are 15 minutes in length (10 minutes for the presentation with five (5) minutes 
for questions and answers). Three (3) Papers will be grouped in a paper session, so it is very important for 
each paper presentation to end on time.  

 
Pre-talk Preparation 

• Arrive at the meeting room a few minutes early to set up. An LCD projector and screen will be 
provided but you must bring your own clicker and laptop with the presentation preloaded. 

• There will be an ACTFL representative in the meeting room to help ensure that presenters within 
a paper session do not exceed their allotted 15-minute presentation time. 

• If you are using an online presentation, have an offline version available in case of WiFi issues. 
• DO NOT ask attendees to rearrange the furniture in the room, as subsequent presenters will 

use the same set-up. 
• Dress appropriately for your audience. 
• Silence your cell phone and request the same from attendees. 

 
Opening: 

• Start on time with a brief introduction and your professional credentials or experience. 
• Inform the audience if you do not want photos or videos taken. 
• Remind attendees that this is a safe, professional space for learning and sharing. 

 
Slideshow: 

• Please follow the Slideshow Accessibility Tips (available from the “For Presenters” webpage on 
actfl.org) when creating your presentation. 

• Feel free to use the ACTFL 2026 PowerPoint slide template available in the Presenter Media Kit 
on the “For Presenters” page on actfl.org. You may also use your own template. 

• Use a slideshow clicker with a laser pointer if moving around the room while presenting. 
• Use visuals and bullet points in your slides to convey the message. 
• Limit the number of slides in the presentation. 
• Proofread all content, including visuals and numbers. 
• Use a font size that is easily readable (28-34 for body; 36-44 for titles). 
• Use a sans serif font such as Arial, Helvetica, Verdana or Calibri. 
• Use a consistent font and colors throughout the slideshow.  
• Use strong contrasts between font color and background color, such as black on off-white. 
• Limit animation effects. 
• Insert video and audio clips if relevant. 
• Credit all sources and images used in the slides if they are not your own. 

 
Handouts: 

• Prepare a handout of your slideshow/presentation with your name and email address. 
• Upload handouts in advance by Monday, November 16, 2026 to the Ready Room for availability on 

the mobile app and Convention Program online, promoting a “green” presentation. Alternatively, 
distribute handouts at the beginning of your presentation. 

• Note that uploading handouts onsite may take a couple of hours to appear in the mobile app and 
Convention Program online. 

 



Speaking 

• Maintain a natural, moderate rate of speech. 
• Project your voice clearly and distinctly. Use the lectern microphone when not moving around the 

room. 
• Emphasize key points and pause to allow the audience to absorb information. 
• Avoid reading slides aloud; the audience can read faster than you can speak. 
• Presenters should avoid reading papers and/or study results and instead present valuable 

information in an engaging format. 
 
Questions 

• Allocate time for questions at the end of the presentation. 
• Always repeat audience questions for clarity before giving your response.  
• Navigate to relevant slides when answering questions. 
• Stay calm and answer questions confidently. For questions you cannot answer, offer to find the 
information later. 
• Politely decline to answer overly personal or controversial questions. 
• For very specific questions, offer to meet outside the room for a few minutes after the session to 
discuss. 

 
Conclusion 

• End with a prepared summary statement or question, emphasizing key takeaways. 
• Remind attendees to complete the survey in the mobile app. 
• Offer your email or business card for follow-up questions or address additional queries in the hallway 
after the session. 
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