Requirements
for Audio
Visual and
Travel

BERNADETTE
MCCLELLAND

Bernadette requests the following to help her
make her presentation effective:

-Wireless lapel microphone or headset (preferred); handheld as a backup.
- High-definition screen projector with VGA or HDMI connection.

- 3.5mm sound lead for audio playback.

- Playback capability for audio files (controlled by Bernadette’s verbal cues).
- 20-minute sound check with the tech crew before the presentation.

- Bernadette brigs her own laptop (MacBook Pro) and her own clicker.

- Her presentation is in PPT with a backup on a USB drive.

Staging Requirements;

- First row of seating no closer than 6 feet from the stage.
- Bernadette doesn’t use a lectern, so please place to the side of the stage for maximum space
- Please provide a water bottle at the lectern or side table.
- For keynotes:
Theatre-style seating for groups of 10-30.
Curved theatre seating for larger groups, with side aisles.
- For workshops:
Round tables to allow note-taking (for sessions over 90 minutes).

For After Dinner, Lunch or Breakfast Speeches

- All table service needs to be stopped during the presentation
- Please ensure that people are not eating.

On-Site Essentials

- Ensure all equipment (microphones, projector, adapters, flipchart and pens when requested)
is tested and ready.

- Check that seating and stage setup match the requirements.

- Confirm water bottles and lighting are in place.

- Provide any last-minute updates to Bernadette on schedule or changes.

Travel and Accommodation

-Arrange business-class flights for distances over four hours and travels from Denver, Colorado
-Confirm accommodation details with Bernadette.
-Bernadette travels on United Airlines.
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