Equipment and venue

If your lecture is to only a few people, you may be able to use your computer screen to display the lecture. However if you have a larger or more formal group it will be necessary to have a computer linked to a projection system. Book any equipment needed in good time. It is advisable to try out the lecture using the actual equipment that you will use for the lecture beforehand so that you can check that it works without problems. This will also make you feel more confident with the technology. Ensure the venue for your lecture is booked. It will help if you get to know the venue. Try not to have a venue that is too large for an event. 

Check the possibility of background noise, i.e, from corridors, telephones and so on and do your best to eliminate the possibility of these disrupting your lecture. 
Ask the audience if they would switch off their mobile phones (and do not forget your own!).

