
The Official 
TOP TEN DO’s DON’Ts 

Of Conferences 

Do plan time carefully. Leave 
delegates enough time to travel to 

the venue, provide a separate 
registration area with tea and coffee 

on arrival. Give your speakers enough 
time to rehearse. 

TOP TIP: Ask us about rehearsals on 
the evening prior to your event! 

Don’t use too much font on your 
presentation slides. We 

recommend using a font no 
smaller than 18 points. 

TOP TIP: Ask us to proof your 
presentation slides and improve 
them for optimum presentation 

impact. 

Do ensure you make 
good use of the 

space in your event 
room. 

TOP TIP: We can 
produce 3D scale 
drawings of your 

room to assist you 
with space planning 
for tables, chairs and 
excellent AV support! 

Do ensure your 
agenda has variety to 
keep your audience 

interested in your key 
messages. Perhaps 

consider an energiser 
after lunch! 

TOP TIP: Talk to us 
about using music 

stings and producing 
bespoke films to 

include in your day! 

Don’t allow your 
speakers to overrun. If 
your agenda starts to 

overrun, you may have 
to cut valuable 

networking time 
during breaks short. 
TOP TIP: Use a cue 

light system to notify 
speakers when their 
time on stage is up! 

Don’t miss a great opportunity to gather 
information! You could use technology such as 
audience response to gather opinions, assist 

with decisions and get instant feedback! 

Do ensure that each 
delegate can see your 

presentation!  
TOP TIP: We can advise on 
what size of main screen 
and relay screens to have 
in other parts of the room 

to ensure that all 
information is clearly 

visible to the audience 

Do use your 
branding! You will 

want your delegates 
to come away feeling 
positive about your 
message. Talk to us 

about including your 
branding on the 
stage or having a 

bespoke stage built 
around your logo 

Do ensure your 
speakers can be 
heard by using 

the correct 
microphone and 
sound system.  

Don’t hesitate to 
contact us – we 

are there to 
support your 

event delivery! 
Call us now on 
01604 864868 


