
SET UP    TECH GUIDE

A bright projector (5,000 lumen minimum) and large screen are required. The screen should be flown 10 ft or more above
the stage (best) or off to one side (if a no screen is installed). House lighting should be set at at 20-40%. during the
presentation. A basic white wash should light the stage and isolated so it does not wash out the screen. Colored lights and
movers can be used to enhance the look. Please stop all moving lights during Jeff's speech. You are welcome to use them
during video and performance portions of the presentation.

For audio, Jeff only requires a wireless hand held microphone and stand. All tech cues will be remotely controlled by Jeff
using QLab on his MacBook Pro. He will need to plug in directly to your venue's projector and 3.5 mm headphone out to
your sound system. The software cannot run on another computer. Please check that your HDMI cable supports 1.4 or
newer or it will not work.

Please seat audience members close together and block off unused seating (such as side sections or balcony). Jeff will call
volunteers on stage, so portable steps center stage, are needed. Jeff will bring a written and video introduction.

Perfect Set Up!
Audience is close and tight. They can easily access stage.
Screen and projector don't block performer or audience.

CONFERENCE

Jeff's requirements for successful keynotes & breakout sessions

&

JEFF’S ARRIVAL & PARKING

WATER & MEAL BREAKS
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AUDIO, VIDEO & LIGHTING
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Questions?  Please contact Jeff at jeff@jeffveley.com or 616-805-6816 ext. 700
Please share this with the staff members setting up and running the technology BEFORE event day.

Jeff will arrive 90 minutes before the event. He will be transporting two large road cases requiring ramp and elevator access.
Please provide directions (in advance) to the nearest loading dock (or entrance) to where his booth will be located.
Additionally, please have a staff member meet him there to assist with load-in. You may also print and post this parking
sign to reserve a space.

Please provide 2 bottles of room temperature water. This helps Jeff's voice with speaking/singing.  Jeff takes a 45-60 minute
break for lunch and dinner as well as an afternoon coffee break. If meals are accessible on-site, Jeff will often choose this so
that he has more time to interact with your attendees.

Provide an empty stage (no podium or lectern) and 2 bottles of water (see below). Place one set of stairs (or choir risers)
front and center, so that audience members can easily join Jeff on stage. Jeff's booth should be located in a prominent 
 location with easy access for Jeff and attendees. Please place a 6 foot table with two chairs. This will be used for resources,
merchandise, and book signing. Jeff Is happy to take selfies and answer questions, any time the he's not on stage.

Bad Set Up!
Scattered audience. Lectern/podium in the way. No stage

access. Screen and projector block audience's view.
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https://www.jeffveley.com/wp-content/uploads/2021/08/Parking-Sign.pdf

