ANI HANDOUT & PRESENTATION INFORMATION

HFMA requires that all program presentations include handout materials that comply with requirements for granting continuing professional education credit.  Handouts can take a variety of forms: outlines, checklists, articles, charts, graphs, forms, reading lists and tools.  These handouts have enormous value for attendees because they minimize note taking during the presentation, which will keep them focused on you, the presenter. Handouts also serve as a permanent reference for attendees when they return to their workplace.  Handout material must contain current information.

HANDOUT SPECIFICATIONS
Please prepare your material using the following guidelines for electronic submission:
1. Submit an electronic copy of your presentation and any handouts, using the template supplied by HFMA, via the Speaker Resource Center Upload area 

a. HFMA Template.  An ANI PowerPoint template will be available in the Speaker Resource Center and must be used for your presentation.  
b. Logo Guidelines:  You may use your firm's logo on the first and last pages/slides of your presentation and handouts ONLY.  Logos on additional pages will be deleted.  Contact HFMA staff if you have any questions.

c. DO NOT use dark colors or embedded background graphics, or use unusual fonts in the slides.  These are very difficult for the audience to read. 

d. Please NUMBER the slides.  
2. Presentations and handouts should include either an agenda or a table of contents; these can frequently be combined.  We also suggest that you include a list of learning objectives.

