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IMPORTANT AND TIME SENSITIVE INFORMATION
Greetings,

Authentication and Online Trust Summit 2007 is only a few weeks away! We look
forward to seeing you in Boston on Tuesday evening April 17* for the Speaker & VIP dinner
and for the Summit on Wednesday, April 18" and Thursday, April 19", We expect more
than 500 IT and marketing executives representing a broad cross-section of industry,
business, public policy, and law enforcement.

Speaker Release Form
The speaker release form MUST be signed and FAXed back to AOTA Speaker Services at +1
(208) 379-1784 by Friday, February 9'" at 5pm (PST).

Speaker Prep
Upon entering the Sheraton Boston, you will need to check in at the registration desk on the
2" floor in order to retrieve your badge before heading into the conference area.

Please report to the speaker ready room (Liberty C), no later than 15 minutes prior to your
session. This will allow the stage manager to prep you and take care of any last minute
requirements. A rehearsal is required. Note there will be no provision for updating
presentations the day of the event. NO day of event changes can be made due.

Dress Attire

Business casual (e.g., sport jacket, collared shirt or a comparable blouse and skirt) is
requested. We recommend that speakers not wear black, bright red or clothing with a
pattern (str i p-®sthetc.).hRastel drobsown/blue tones are recommended.

Emergency Contact

Reg./Logistics: Jennifer Whiting at (443) 794-6073 (m) jennifer@meetingsolutionsinc.com
PR: Kathleen Bagley Formidoni at +1 (919) 523-0958 (m) Kathleen@blastpr.com

AOTA Staff: Paula Lukoff at +1 (206) 915-4237 (m) a-paulal@microsoft.com

Key Dates

January 29" i Summit Registration & Hotel Reservation (ongoing; date listed is for
preferred pricing)

February 9" i Speaker Release Due

February 9™ i Site Bio Review

February 15" i Initial Coordination with Session Moderator

February 23™ 7 First Presentation Draft Due

April 17" - Underwriter & Exhibitor Set up (3:00 i 7:00 pm)

April 17™" - Speaker Rehearsal (5:00 7 7:00 pm and/or 9:00 7 11:00 pm)
April 17™" - Speaker & Steering Committee Dinner (7:00 i 8:30 pm)

April 18" - Speaker Rehearsal (6:00 i 7:30 pm)

Thank you again for your participation!
We look forward to seeing you at the Sheraton Boston!
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PRESENTATION GUIDELINES

Use these guidelines as you create your presentation. If you have any questions about the
guidelines or how to implement them, please contact AOTA staff as soon as possible via
email at present@AQTAlliance.org.

Think about your audience

Ask yourself about the people coming to the presentation. What do you want them to learn

or know after the sessions t havhatare their idteresis? Wlllyoue ady kn o\
presentation meet their needs? Make sure the content of what you present matches what

the title, audience level and abstract promises. Our goal for each presentation is to provide

participants with actionable information.

Remember:
1  Why should they care?
T What is actionable?
1 Prescriptive advice?
1 Focus on the technical and business value proposition.

Length

A concise presentation will have the most impact. You should try to keep your number of
slides overall to less than 30. Remember, too, that a good PowerPoint slide has no more
than 6 bullets and 6 words per bullet (the 6 X 6 rule). Keep it short and to the point.

Create the presentation 6 incorporate relevant visual aids

Use the Authentication and Online Trust Summit 2007 PowerPoint template to create your

PowerPoint presentation. As a rule of thumb, when writing a presentation, you should:
1 Tell them what you are going to present (the introduction).
T Give them the inf-by-amaedp®d®ngandisswepcess data (the pres
1 Finally tell them what you covered in the presentation (the summary or recap)

After you have prepared an outline, think about how you can illustrate the look of your

PowerPoint. For example, key topics covered in your talk could be displayed one per slide to

reinforce their importance. When you are giving a technical presentation, diagrams, charts

or other illustrations wil/ enhance your audienceds un
Remember to check those extra elements for readability by looking at the screen in

presentation mode. Stand back from the screen a bit to be sure. An unreadable graphic is
frustrating. Participants may feel that you really di
not. Be sure the graphics are relevant and enhance the learning that you want to happen.

Sessions may be recorded and webcast.

Attention to Detail

Small things matter. Be consistent in your presentation, especially with regard to
spelling, tense, and capitalization. (For instance, the first letter of the first word in your
bullets may begin with an uppercase letter, but should appear so throughout.)
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Communicate with other panelists

If you are a member of a panel, the moderator will schedule contact. AOTA staff will
consolidate all slides in a session into a single presentation. If your moderator has
not contacted you by 15 February, please contact us at present@aotalliance.org.

All presentations will be preloaded on the event server.
Demonstrations will be using Microsoft Windows Vista and Internet Explorer 7. You
must use the Authentication and Online Trust Summit PowerPoint template.

DELIVERY GUIDELINES

Start and end your session on time

While there will be late arrivals, begin the session at the posted starting time. Your audience
members will be appreciative. Be sure to have the appropriate amount of material, including
the question and answer period, and end on time. Timing devices will be in your room.

Follow your presentation slides, abstract and audience level

The audience bases its expectations of your presentation on the session title and abstract.
Participants will lose interest and possibly leave the session if there is a conflict between the
abstract and the session content.

Questions & answers

Questions are always an important part of reinforcing the material. Schedule a set amount
of time for questions (10 minutes is recommended). Let your audience know at the outset
how you will handle questions (either during the presentation or at the end of it).

If a participant is asking specific detailed questions that would lead you away from the
presentation, suggest that you talk more after the session. Also, try to ensure that
participants hold their questions until the end of the session and wait for the moderator to
provide the microphone. The audience member will be asked their name and company as a
precursor.

Remember that you can always answer questions later for those who can stay beyond the
official time. Inform the audience that the time is over, but you are available to talk more.
Be sure to repeat each question to ensure each member of the audience hears the question,
and that you heard the question correctly.

Handouts

In an effort to streamline the session process, AOTA will NOT be providing handouts with

the exceptions of approved press materials (contact the AOTA for more information).
Presentationswi | | be avail abl e on tYbwemaybnringianddistribueebhardt e .
copies at your own expense and utilizing your own resources to distribute them during your
specific session AND remove them immediately following your session, (no product

materials may be distributed).
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Using the AOTA Presentation Template

For consistency, all presenters are required to use the provided template and follow
these presentation standards. App presentations will be posted on the AOTA site as
PDFs.

AOTA staff will make minor edits to each presentation, such as:
1 Slides with more than 6 bullets will be broken up into multiple slides
1 Please follow the 6 bullets by 6 words or less rule (usually called the 6 x 6 rule)
1 Presentations needing more complicated edits will be sent back to you for revisions.

Causes for presentation being returned
1 More than 30 slides per session (split by number of speakers)
1 Use of full sentences rather than bullet points
1 Overt product promotions

Items that will be removed:
1 Clip art, .eps files, or animation (.gif and .jpg are recommended)
1 Logos (outside of designated locations within the presentation)

POWERPOINT TEMPLATE USER GUIDE
This document introduces the Authentication and Online Trust Summit 2007
PowerPoint presentation format standards and template.

Using the MS PowerPoint Template to create a new file:
1. Start MS Power Point from the AStarto menu or by cl i ck
2. Choose fiOpen an existing presentation, o0 and select ¢t}
3. Once the file is open, choose Page Setup from the File menu. Make sure the presentation
is sized for AOn Screen Show. 0
4, Choose fASave Aso from the Fil e fMeonuur asneds sni aonffor#y. opuprt of i |
example, 101.ppt, lower case please).
5. Upon completion, proofread and spell check your presentation, and then submit
it for review. Email the *.ppt file to present@aotalliance.org with the session
number in the subject line.
6. IMPORTANT: Make sure that no object, either text or art, is closer than one half-
inch to the edge of a slide.

Applying the template to an existing presentation

To modify an existing presentation for the Authentication and Online Trust Summit 2007,

simply apply the new template as follows:

1. From the menu bar choose Format 8 Slide Design.

2. Click on Browse (at the bottom of the Slide Design window).

3. Find and Select the Authentication and Online Trust Summit template that you
downloaded (this will add it to the Slide Design Window).

4. Hover over the template. A drop-down arrow will appear. Click on the drop-down
arrow and choose fiApply to all slides. o

5. Save your presentation with the Authentication and Online Trust Summit template
design and complete edits to ensure the slide content is intact.
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Presentation components

The template file contains several preformatted slides. Simply type over the text on the
initial slides, then create any new additional slides that may be required (CTRL-M). The
template has the standard color scheme for all Authentication and Online Trust Summit
2007 presentations.

IMPORTANT: Do not make any changes to the Slide Master (fonts, bullets and so on).
Every presentation should contain the items below (detailed information on these

items is given following the list):

Title Slide (company logo OK)

Agenda Slide

Content Slides

Session Review/Summary Slide 1 Call to Action/5 Steps

Questions Slide/Resources (company logo OK)
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IMPORTANT REMINDERS

Spell Check Your Presentation!
1 Spell check the entire presentation

Do Not Crowd your Presentation
1 If what you want to say does not fit on one slide, spread the text over two slides.
1 Do not crowd it onto one slide. Besides looking unprofessional, it will be hard for
the audience to read from the back of the room.
1 Slides with more than 6 bullets should be broken into 2 slides or more.

Rehearse Your Timing
1 For visual presentations, a standard rule of thumb is to show 1 slide every 2

minutes.
1 Make sure you can get through your allotted time without rushing.
1 Please do not run over yourtime and usurp ot her panelistdds ti me.

Internet access will be available in the session rooms.
1 Cache any demos that require Internet connection as a back up.
1 Please advise AOTA of any demos/requirements in advance including the specific
urls you plan to visit (these will be preloaded in Windows Favorites).

Email your PowerPoint (*.ppt) file to present@AOTAIlliance.org for review
before February 23", 2007.
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