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  We want to make our training sessions as meaningful as possible and appreciate your candid evaluation of your  experience in response to the questions below.   Please complete and drop off before you leave, or mail to: contact  name, address, fax number.     S ESSION TITLE:                                                  DATE:                                   LOCATION:                          Please indicate your role:     Architect             Intern         Specification Writer           Legal/Accounting/Staff     CIRCLE ONE NUMBER PER QUESTION:       1 .   Overall satisfaction with thi s session:     2 .      Satisfaction with the  format  of this workshop:     3 .   Met overall personal objectives for attending:     4 .   Overall quality of training aids (handouts, audio/visual, etc.):     5 .   Quality of session content:     6 .   Overall knowledge and presentation of speakers:         Presenter Name :     7 .   Applicability/value of new knowledge, ideas, or information:   P OOR             E XCELLENT     1       2       3       4     1       2       3       4     1       2       3       4     1       2       3       4     1       2       3       4     1       2       3       4         1       2       3       4     8.   The presentation was non - bias, non - promotiona l of product,    material   or service :                             Yes      No     If not, please  explain:   ___________________________________                                                           _     How could this session be improved?                                      ____                                                           _                                                           _     What other topics would be of interest?                                      ____     Additional Comments:                                              _____  

YOUR  COMPANY  LOGO  


Architect Presentation User Guide



July 2009
New Architect Presentations
InfoComm has created three more PowerPoint presentations for members to deliver to architects:
1. The 44-slide presentation, Microphone Specifications, is for both audiovisual consultants and integrators (design-build firms). It covers the types, purpose and functionality of microphones.
2. The 29-slide presentation, An AV Perspective of Sightlines and Viewing Angles, is for consultants and integrators as well. It covers the ergonomic principles for optimal AV environments.

3. The 41-slide presentation, Elements of Acoustics, is for consultants and integrators as well. It covers the basic acoustical terms, identifying sources of noise and recognizing noise levels for certain venues.
By following this User Guide, InfoComm members will be able to use the presentations for seminars to help architects earn AIA credits – 1 credit per 1-hour presentation. The presentations have been approved for the AIA/CES (Continuing Education Systems) Program.

The new presentations complement InfoComm’s first presentation, “Audiovisual Design Professionals, Partnering with Architects for More Successful Projects.”
About the Presentations
The presentations were created for use in Microsoft PowerPoint 2003 and 2007.
The presentations contains notes. Please use them to help you deliver consistent messages and as a guide.
There is animation on some slides, so it’s a good idea to rehearse and know when to advance the slides. 
Customizing

The presentations were approved by AIA/CES and cannot be altered materially if you want to offer attendees credits. However, as the presenter you will add your name on the title slide. Please note: AIA/CES allows companies to use their logos only on the first and last slides of the presentation and after you conclude the educational portion of the presentation. There are a few slides about InfoComm after the educational portion that may serve as a resource to architects. You may include similar slides about your company. These are optional. It is better to show your expertise and capabilities during the presentation and Q&A.
Style Guidelines

When customizing the presentations, keep these style guidelines in mind:

Titles - 40 Point Arial (if no subtitle)

Titles with Subtitles – Title 32 Point Arial, Subtitle 28 Point Arial
· Body text 28 Point Arial Regular
· Sub-bullet 24 Point Arial Regular



      - Sub-bullet 20 Point Arial Regular
· Capitalization – generally sentence style

· Limit sub-bullet text usage where possible

· Bullets generally represent talking points only

· Use keyword highlighting for added emphasis
The template will automatically select yellow, blue, orange and lime colors which nicely contrast with the background.
Printing

To save on ink, choose “Pure Black and White” when printing slides.

A tip when printing handouts:

While in the presentation, hit the Shift key and click on the Handout Master View icon on the lower left corner of your screen. This gives you the opportunity to type your name in as the presenter, so your name is on the print out of the handouts. 

Resources and Notes
InfoComm has published several books and publications to complement your architect presentation. You can purchase the books and provide as giveaways or door prizes. Or you can suggest that architects purchase the books on their own. Below are titles and availability:

AV Design Reference Manual (Published by InfoComm and BICSI)

Purchase manual or CD. Visit www.infocomm.org/publications 
Audiovisual Best Practices and Basics of Audio and Visual Systems Design
Available for purchase. Visit www.infocomm.org/publications 
AV for Architects Brochure
Help make the case for working with a Certified Technology Specialist AV by sharing and distributing the AV for Architects brochure. Download the AV for Architects Brochure. A print version of this brochure is also available in quantities. Contact srieger@infocomm to request copies.
CTS Toolkit

InfoComm offers CTS holders an online toolkit with these and other resources to maintain a competitive advantage. User name and password are required to download materials from the CTS Toolkit.
Website for Building Professionals

In October 2008, InfoComm launched a website and advertising campaign to reach building professionals with a simple message – to work with AV professionals who are committed to having the skills, knowledge and ethics to optimize the design and integration of AV technology in buildings. The mark of an AV professional with a commitment to these ideals is one with the InfoComm Certified Technology Specialist (CTS®) designation.

The InfoComm Certified Technology Specialist (CTS®) designation is an internationally recognized AV certification program. There are more than 9,500 CTS holders worldwide. 

By using the “Find an AV Pro” feature on our website, www.ctsforav.com, building professionals will find member companies in their area with CTS certified personnel. Encourage building professionals to visit the website. It has case studies, classes, events and other helpful resources.
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AIA/CES Registered Provider Program

InfoComm participates in the AIA/CES Registered Provider program and invites you as a member of the association to take advantage of this program to foster a strong working relationship with architects and to promote best practices for designing spaces with audiovisual technology in mind.

This guide outlines the steps you need to follow to comply with AIA’s CES program. It includes:

1. InfoComm’s role as a Registered Provider

2. Your role as a designate delivering CES programs

3. CES program guidelines
4. CES forms and documents

InfoComm’s Role as a Registered Provider
InfoComm as a CES Registered Provider is accountable for this program (presentation) that was developed, registered, and reported under its number. InfoComm registered this architect presentation with AIA/CES and is responsible for reporting attendance for all your architect meetings within 10 business days of your meeting.

InfoComm acts as liaison between AIA/CES National, CES Records and you the Provider. If InfoComm members have questions about the program, they should contact InfoComm’s Point of Contact for AIA/CES which is Shana Rieger, srieger@infocomm.org. Please do not contact AIA/CES directly.

Your Role as a Designate Delivering CES Programs
InfoComm members should follow the Program Delivery Guidelines below. You are required to:

1. Complete a Quality Commitment Statement

2. Report attendance to InfoComm immediately after your architect meeting using Form B
3. Provide an evaluation

These documents are all in this User Guide.
Program Guidelines (for face-to-face formats)
1. Program must be at least one (1) hour in length, consisting of direct learning activity (minimum of 60 minutes).  Program can consist of 50 minutes of presentation time, followed by 10 minutes of question and answer related directly to program content.  After one hour, credit is then given in ¼ hour increments.  (Ex: 1 hour and 15 minutes = 1.25 LU).  InfoComm’s 3 presentations each qualify for 1 LU. 
2. Program content must be unbiased, not promoting or marketing a company’s products or services. A company’s products or services can be discussed prior to or once the credit portion of the program is complete.

3. Program materials (such as PowerPoint’s, handouts, slides, and samples) used during the credit portion of the program may not include any proprietary information, must be educational and generic in nature, and must serve to reinforce the learning objectives. Only the first and last slide of a presentation may include a company’s product or service information.  

4. Program must have a clear purpose with stated learning objectives and program must be designed as a learning activity (i.e- be educational in nature).

5. Program will incorporate the required “Quality Assurance Slides” (see page 6 of this manual).

6. Registered programs can only be altered to personalize speaker and location. The content and format of registered programs cannot otherwise be altered.     

7. Program content that changes by more than 25% must be registered as a new program.  We encourage updating your programs every three years as architects can only get credit for the same program once every three years.  

8. Program may be advertised as a “Registered Program” of AIA/CES. However, AIA/CES does not “accredit” or “certify” programs or presenters.

9. Questions regarding content and format for programs should be directed to Sara Thomas at ces@aia.org.

Delivery Guidelines

1. All program presenters must sign a Quality Commitment Statement (QCS) before presenting any program. InfoComm as the Point of Contact (POC) provides and maintains the signed QCS’s. Please fax to 703.278.8082 or email srieger@infocomm.org. 
2. Programs must be delivered by individuals deemed qualified by the Provider (InfoComm).

3. Program presenters may not discuss their company’s products or services during the educational, credit portion of the program.  However, program presenters are permitted to discuss their company’s products and services prior to or once the educational, credit portion of the program is complete.  In addition, catalogs, business cards, and proprietary materials may be on display or distributed only once the education portion of the program is complete. 

4. Presenters must time delivery of the program consistently with the time for which the program was registered.

5. Presenters must make participants aware that their attendance is required for the entire time for which the program is registered in order for credit to be issued.  Partial credit is not awarded.

6. If samples are distributed during the educational portion of the presentation, they should serve to reinforce the learning objectives and should be void of any company logos.

7. Program presenters must ensure that information collected on Form B is accurate and legible.  If a different sign-in sheet is used, all the appropriate information must be gathered and be legible so it can be transposed onto a hard copy Form B or entered into the online Form B.

8. Presenters are encouraged to distribute and collect program evaluations at the conclusion of all presentations.  Program evaluations are formative and summative tools that help to enhance/improve future program content and delivery.
2009 Quality Commitment Statement 
This quality commitment statement is designed to maintain the highest quality educational standards for AIA/CES.  It must be signed and dated once by each presenter of AIA/CES programs registered on Form A and kept on file by the Point of Contact.  

Provider Organization Name:___________________________________________  Provider Number:_____________
Presenter Name:_____________________________________________________

The benefits of a quality commitment include: 

1. The Presenter’s personal and professional reputation as a resource for quality education and information will be maintained. 

2. The Provider organization will be recognized as an excellent, unbiased source of education for architects.  In addition, the Provider organization’s business goals will be achieved, assuming future marketing and sales opportunities will result.

3. AIA will maintain its stature and credibility with State Licensing Boards as a primary source for mandatory continuing education (MCE) for the architecture profession

4. Architects will continue to receive the quality education they have come to expect from AIA/CES Registered Programs.

To ensure all these benefits are accomplished, I agree to:
1. Deliver the registered program, as approved by AIA/CES, without endorsement, bias, marketing or sales orientation.

2. Not alter the content of the program as it relates to the learning objectives. However, I understand that personalizing programs for presenter and location is allowed.  

3. Strive to make my verbal presentation and written and graphic materials as meaningful, accurate, appropriate, and interesting as possible and deliver it in the timeframe for which the program was registered.
4. Promote all programs accurately and consistently with AIA/CES approved language.

5. Ensure that company logos, product name, and branding are limited to the first and last slides only of any presentation (unless the copyright slide is used) and recognize that any information and handouts distributed during the *educational portion of the program are done so with the intent to reinforce the learning objectives and will not be proprietary in nature.
6. Ensure that the Quality Assurance Slides are included and reviewed with the participants during every presentation. I understand that this only applies to PowerPoint/slide format programs registered via Form A.

7. Collect Form B’s that are accurate and legible.  If a different sign-in sheet is used, all the appropriate information will be gathered and be legible so it can be transposed onto a hard copy Form B or entered into the online Form B.  They will be submitted to CES Records within the 10-day time frame. 

8. Make participants aware their attendance is required for the entire program in order for credit to be issued. Partial credit is not given and credit may not be issued for member numbers not provided, that are illegible or inaccurate.
9. If possible, distribute and collect an evaluation form to gather feedback about program content and delivery.  

10. Provide a “Certificate of Completion”, within 10 days of the presentation, to any participant who requests one.  
11. Defer questions about my products and services to after the formal educational portion of the program is completed.  I understand that I can also discuss proprietary information before the start of the educational program.   
12. Will not build in proprietary content to the program time that has been registered with AIA/CES.  
I understand that my compliance is essential to my organization’s continued success and participation in AIA/CES.

Agreed:

____________________________________
_______________________________________

___/___/____ 

Name (print)



Signature





Date

This document must be kept on file by the POC for each individual selected to deliver AIA/CES programs.
*”Educational portion” of the program refers to how it is has been registered with AIA/CES with respect to time.
* FAX this form to C. Regan, InfoComm, 703.278.8082
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2009 AIA/CES Program Completion (Provider Form B)
Registered Providers are responsible for reporting to the AIA/CES the names of ALL AIA members.
Use this form to report the names of AIA members who have earned credit.  Do not alter the format of this form.
This document must be kept on file for six (6) years with the Provider Point of Contact. 
Program Title (same as on Form A)


          



                      

Provider Number

Program Number   (same as on Form A)   
                        Provider Name
Name of Person submitting this report: 









Phone number: 












Date of Program Completion:                  


City/State: 





Address Where Presentation Held: _____________________________________________________
Participants at this program:  (Please print or type)


AIA Member
AIA Membership Number

Name of Participant
 
Certificate*


Yes or No

            (required)







  Request

 1.
( Yes ( No


     







(
 2.
( Yes ( No
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(
 4.
( Yes ( No
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( Yes ( No
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( Yes ( No
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( Yes ( No


     







(
13.
( Yes ( No
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14.
( Yes ( No
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15.
( Yes ( No


     







(
Immediately upon conclusion of your program, FAX this form to Shana Rieger, InfoComm, 703.278.8082.
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  We want to make our training sessions as meaningful as possible and appreciate your candid evaluation of your  experience in response to the questions below.   Please complete and drop off before you leave, or mail to: contact  name, address, fax number.     S ESSION TITLE:                                                  DATE:                                   LOCATION:                          Please indicate your role:     Architect             Intern         Specification Writer           Legal/Accounting/Staff     CIRCLE ONE NUMBER PER QUESTION:       1 .   Overall satisfaction with thi s session:     2 .      Satisfaction with the  format  of this workshop:     3 .   Met overall personal objectives for attending:     4 .   Overall quality of training aids (handouts, audio/visual, etc.):     5 .   Quality of session content:     6 .   Overall knowledge and presentation of speakers:         Presenter Name :     7 .   Applicability/value of new knowledge, ideas, or information:   P OOR             E XCELLENT     1       2       3       4     1       2       3       4     1       2       3       4     1       2       3       4     1       2       3       4     1       2       3       4         1       2       3       4     8.   The presentation was non - bias, non - promotiona l of product,    material   or service :                             Yes      No     If not, please  explain:   ___________________________________                                                           _     How could this session be improved?                                      ____                                                           _                                                           _     What other topics would be of interest?                                      ____     Additional Comments:                                              _____  

YOUR  COMPANY  LOGO  
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Company Name


Sample Generic Program Evaluation





We want to make our training sessions as meaningful as possible and appreciate your candid evaluation of your experience in response to the questions below.  Please complete and drop off before you leave, or mail to: contact name, address, fax number.


SESSION TITLE: ​
























DATE:  











      LOCATION: 












Please indicate your role:


( Architect
 


( Intern


( Specification Writer



( Legal/Accounting/Staff

CIRCLE ONE NUMBER PER QUESTION:

1. Overall satisfaction with this session:


2.   Satisfaction with the format of this workshop:


3. Met overall personal objectives for attending:


4. Overall quality of training aids (handouts, audio/visual, etc.):

5. Quality of session content:


6. Overall knowledge and presentation of speakers:




Presenter Name:

7. Applicability/value of new knowledge, ideas, or information:



Poor





Excellent


1


2


3


4


1


2


3


4


1


2


3


4


1


2


3


4

1


2


3


4


1


2


3


4


1


2


3


4


8.
The presentation was non-bias, non-promotional of product, 

material or service:












( Yes 
( No

If not, please explain: ___________________________________





























_


How could this session be improved? 

















____





























_





























_

What other topics would be of interest? 

















____

Additional Comments: 





















_____
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Please offer additional insight on the reverse of this evaluation.  Thanks!
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