
Guidelines For Seminars 
Thank you so much for presenting! To help you deliver a successful, engaging seminar, 
we have put together a few helpful tips and logistical reminders for preparing your 
session. 

 
 
To present a successful seminar, understand your audience, master your topic, 
structure your material logically, and feel comfortable in speaking to a group.  

Be comfortable with your subject matter so you can easily guide the audience and 
manage unexpected questions. 

 Each seminar is scheduled for a maximum of 50 minutes. 

 Let us know if you need to arrive early to test your slides, projector, microphones, or 
any other equipment you plan to use. 

 Start with a strong hook, introduce your topic clearly, and provide a quick roadmap of 
what you will cover.  

 

 Briefly explain how you gathered your information or share relevant personal 
experience on the topic. 

 Leave time toward the end of your session to take questions from the audience. 

 

If you have any questions or need to coordinate equipment ahead of time, please do not 
hesitate to reach out! 

 
 


