Last Minute Logistics

As your event quickly approaches, we wanted to take a moment to remind you of a few details that will help make Don Yaeger’s presentation for your audience run smoothly. 
Spelling

We understand the spelling of Don’s last name in unusual. Please realize that he spells his last name YAEGER. Spell-check will want to change it and it confuses people, so I thought I would add this little tidbit here. Just remember A before E 😊 Thank you!
Introduction 
To keep things simple, we have built an introduction video right into Don’s PowerPoint presentation (available at http://donyaeger.com/pre-speech-introduction-video/ .)  Please let whoever will be introducing him know that all they’ll need to say is something like,
 
“Normally when we introduce our speaker, we like to start with something like ‘please turn off your phones,’ however, we want you to take the phones out, Tweet whatever nuggets you hear that you want to share, do what you need to do, but just make sure the ringer is off. I was really looking forward to introducing our speaker today and last night was writing out what I would say…I started on his bio. I wrote 10 really good pages (pause)…then I found out he had brought along some friends who were going to do the introduction for me!” 
This will make for a smooth transition into the presentation. 
End Time

Please let us know in advance if it is more important that Don finish his speech or end at a certain time, so he can be prepared in case of a delayed start time. Please respond with an answer to this question as soon as possible. 
Conclusion 
At the close of the presentation, the introducer should prepare themselves to take the microphone and, if possible, remind the audience where Don will be available after the speech.  They may say something along the lines of:

“Don, thank you so much for coming out today. I hope everyone got the chance to text in for those notes and takeaways from today's speech. Don will be available in the back of the room to sign books and answer any questions you may have.”
A/V Requirements

The following audio and video equipment must be available:

· Wireless Lavaliere Microphone 
· Projector and Screen suitable for PowerPoint

· HDMI connection to the projector for my laptop or a laptop provided with USB capabilities

· Audio output from the laptop (Don has several videos in his presentation)
· Confidence monitor if available. 

If you need to reach Don at any time, call his cell phone at (850) 284-6104. 
