
SET UP
TECH GUIDE

Perfect Seating!
Audience is close in a small room. They can

easily see, hear, and eat without distractions.

GROWNUP TRAINING

Our needs for a successful assembly!

&

JEFF’S ARRIVAL & PARKING

COURTESY TO OTHERS

WATER & RESTROOM

ON THE STAGE & BY THE EXIT

SOUND & VIDEO

ROOM SELECTION & SEATING

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 30 minutes before your scheduled presentation to check-in and set-up. He will be transporting a large case.
Please print and post this parking sign so that he can easily find the best entrance. Escort him to the performance space. This
helps him stay on time for all presentations.

Please inform staff who may usually meet in the presentation space that Jeff will be using the room 30 minutes before/after
each presentation.  Make alternate arrangements for students, so that Jeff doesn’t disturb their class. He will be testing music
and the microphone, prior to the presentation.

Please provide 2 bottles of room temperature water on the stage. This greatly helps Jeff's voice with speaking/singing. 
Please direct Jeff to a nearby staff restroom. Please note that a student restroom is not acceptable.

Provide a clear (empty) performing area, with a 3-pronged extension cord stretched to the center, where Jeff will stand.
Please provide a 6 ft table and one adult volunteer to help with resources and merchandise, following the presentation.

Video is required. Please check that your HDMI cable supports 1.4 or newer. Jeff will bring a wireless HDMI system, but it
takes a bit longer to set up. Please provide a projector and screen OR large smart board. Projection Screen (Use of TVs
instead of screen must be discussed with Jeff as often text is too small to read).

Jeff will bring his own portable sound system, microphone, mic stand, and table. 

Please choose a space that is just larger than the size of the group (usually 20-50 people). A library, cafeteria, or band room
works MUCH better than an auditorium or gym (especially if food is involved). Seat the audience directly in front of Jeff, at
tables. For presentations over 90 min, use round tables with an open space in the back of the room for activities.

Bad Seating!
Small group in a huge echoey room. Audience
will feel disconnected from Jeff and cannot see

the video screen or hear well.

https://www.jeffveley.com/wp-content/uploads/2021/08/Parking-Sign.pdf

