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Return completed form to the Actuaries Institute by Friday 16 August 2013

	



PRESENTER(S):

MOBILE #:


EMAIL:


FLIGHT #:


ARRIVAL DATE: 


ARRIVAL TIME:

REQUIREMENTS
1. If you have not already done so, please email a brief bio (150 words) and a photo to events@actuaries.asn.au. Your bio will be used by the Chair of your session for your introduction.
2. For your session you will be supplied with a laptop, screen, data projector and technical support.  If you require any additional equipment, please enter details here (special equipment can only be supplied on request) 

3. (  Tick this box if you do not wish to have representatives of the media attend your session.
PUBLICATION AGREEMENT 
Please don’t forget to complete the attached Publication Agreement, as the Institute will publish presentations and session audio recordings from the Injury Schemes Seminar on the ISS2013 website and other Institute publications.

PRESENTATIONS
All presenters are required to use the attached PowerPoint presentation template. Please use the font and point sizes suggested to ensure your slides can be seen by delegates at the back of the room.
· No logos can appear within the paper or PowerPoint presentation.
· Plenary speakers are encouraged to arrive 30 minutes prior to their session, register and then proceed to the speaker Prep Room to check that their presentation is loaded correctly. 
· Chairs will ensure speakers keep to their timeframe, but please time your presentation before the Seminar to ensure that you have allowed sufficient time for discussion. 
· Audiovisual equipment will be provided onsite.

The table below provides details on the key deadlines for supplying these files to the Institute via email.

	Publication Agreement

to Actuaries Institute
	16 August 2013

	Presenter Requirements Form

to Actuaries Institute
	16 August 2013

	PowerPoint Presentation

to Actuaries Institute
	23 October 2013
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