Dallas/Fort Worth Health Information Management Association

SPEAKUP FOR DFW HIMA

On behalf of DFW HIMA, we would like to thank you for agreeing to speak to our members.  We hope the helpful hints in this packet will aid you in preparing your presentation and in anticipating our members’ needs.

I. TIME FRAMES AND CONTENT     
It is important that all speakers stay within the established time frames and presentation content.

II. HANDOUTS                                          

a. General:  Handouts are highly recommended.  They are extremely helpful to meeting participants and are greatly appreciated.

b. Contents:  Handouts should include a title page as the first page of the materials.  The title page should include the following information:

•
DFW HIMA
•
Speaker’s Name

•
Speaker’s Professional Affiliation

•
Title of Presentation

•
Date of Presentation

•
Location of Presentation

c. Numbering pages:  Having the pages numbered or color-coded will aid the audience in following the presentation.

d. Bibliography:  Please provide a bibliography with handouts if references will be made to specific publications or resources.

e. Advertisements:  Handout material should never include advertisements of any kind.

f. Duplicating:  If original handouts are being forwarded to the DFW HIMA Secretary for copying, please forward them a minimum of six (6) weeks prior to the seminar.  Please include written permission from all authors or sources to photocopy the materials.  If you plan on making your own copies of the handouts, please contact the DFW HIMA Secretary the week of the scheduled seminar to obtain the specific number of copies needed. This will ensure that an adequate number of copies will be available for seminar participants.
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