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Selected Speaker Instructions

South Atlantic FIRE RESCUE Expo  SAFRE

Congratulations on your selection. The SAFRE Education Committee selected your session because 
your knowledge and experience can benefit the fire and rescue service. Please follow these instructions 
as you prepare and deliver your presentation so every attendee has a clear, practical, and professional 
learning experience.

Large room readability is essential
Your slides must use fonts large enough to be read from the back of a large meeting room. Use high 
contrast, keep text brief, and avoid crowded layouts. As a practical starting point, use at least 28 
point body text and larger titles; increase the size whenever the room or content requires it.

Presentation Content and Design

1 Keep the session educational  Your presentation must support learning and must not 
become a sales presentation. You may disclose relevant conflicts of interest at the beginning, 
but do not promote products, services, employers, clients, or commercial accomplishments.

2 Limit branding and product references  Avoid unnecessary product names and logos. If 
your employer logo appears in the slide template, keep it small and unobtrusive. Use 
generic descriptions when the brand is not essential to the educational point.

3 Make slides easy to scan  Aim for no more than four or five short bullets per slide and 
about four or five words per bullet when feasible. Favor photographs, diagrams, charts, and 
other meaningful visuals over dense text. Put detailed reference material in speaker notes 
or a handout.

4 Use accessible language  Use gender neutral and inclusive terms, such as firefighter rather 
than fireman. Explain technical or scientific concepts in plain language appropriate for a 
broad fire service audience.
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5 Build for the SAFRE audience  Connect the session to fire and rescue operations, 
leadership, safety, training, or the stated session topic. Provide comparisons, examples, 
checklists, and practical tools attendees can use and explain after returning to work.

6 Use widescreen PowerPoint  Prepare slides in Microsoft PowerPoint using a 16:9 
widescreen format. Keep essential content away from the edges of the slide.

Media Handouts and File Preparation

7 Bring all media files  Do not rely on internet access during the session. Embed videos when 
possible and also bring the original video and audio files in a folder with your presentation. 
Test playback before the session.

8 Bring your own laptop  Presenters are responsible for providing the laptop used for their 
presentation. SAFRE provides other standard audiovisual support, including whiteboards, 
flip charts, screens, and projector packages, but does not provide presenter laptops.

9 Presentation handouts are welcome  You may provide attendees with a printed or digital 
version of your presentation as a handout during your session. Please ensure the handout 
supports the educational content and does not serve primarily as advertising.

10 Make visual references permanent  If you plan to point to a detail with a laser pointer, 
also place an arrow, circle, label, or other marker on the slide so the reference remains clear 
in the presentation file and handout.

Session Planning and Onsite Expectations

11 Stay within your assigned time  Plan and rehearse for the exact session length. Questions 
and answers must fit within the allotted time. Start and finish on time so the full education 
schedule stays on track.

12 Share recommended actions and common mistakes  When the topic allows, highlight 
actions attendees should take and mistakes they should avoid. Concise takeaways are easier 
to remember and apply.
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13 Be available and engaged  Please arrive with enough time to prepare and, when possible, 
remain available after the session for attendee questions. Attending related sessions can 
also help you connect your presentation to the broader program.

14 Be ready before your introduction  If there is no break immediately before your session, 
be at the front of the room with your microphone ready before the preceding speaker 
finishes. Coordinate with the audiovisual team as needed.

15 Remind attendees to check in  At the beginning of the session, remind attendees to scan 
the QR code posted outside the classroom. This check-in is required so their attendance is 
recorded and they can receive applicable credit and continuing education units.

16 Encourage attendee feedback  Remind attendees to complete any feedback forms they 
receive by email or through the SAFRE WHOVA app. SAFRE welcomes feedback on both the 
individual session and the expo as a whole.

17 Request accommodations early  Notify the SAFRE team as early as possible of any special 
audiovisual, accessibility, room setup, live connection, or demonstration requirements. 
Requests may depend on venue capability and lead time.

18 Dress for a professional learning environment  Business casual attire is appropriate. A 
coat and tie are optional.

Speaker Fees and Travel Reimbursement

19 Submit invoices within 10 days  Invoices for speaker fees and eligible travel 
reimbursement must be received within 10 days after SAFRE concludes to be processed. 
Flight and mileage reimbursement is subject to a $650 cap. Late invoices risk not being 
reimbursed.
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Final Speaker Checklist

  Slides are 16:9 PowerPoint format☐
  Body text is at least 28 point and readable ☐

from the back of the room

  Slides use high contrast and uncluttered ☐
layouts

  Commercial content and unnecessary ☐
branding have been removed

  Presenter laptop and presentation files are ☐
ready

  Videos and audio work without internet ☐
access

  Handout files or printed copies are ready if ☐
you plan to provide them

  Presentation and Q and A fit the assigned ☐
time

  Attendee QR check-in and feedback ☐
reminders are planned

  Invoices will be submitted within 10 days ☐
after SAFRE

Questions
Contact either member of the SAFRE team for clarification or assistance:

Kris Wyatt

kris@ncsfa.com

Tabitha Breen

tabitha@ncsfa.com

Thank you for helping SAFRE deliver useful education to the fire and rescue service.
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