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Dear Subspecialty Day Faculty:

Thank you very much for agreeing to participate in the 16th Annual Subspecialty Day Program.  
The 2009 program promises to deliver cutting-edge education with five meetings specializing in 
Glaucoma, Neuro-Ophthalmology, Pediatric Ophthalmology, Refractive Surgery, and Retina.

The Program Directors and their Planning Groups have brought you together to help create clini-
cally oriented programs that are interesting and appealing to a wide range of ophthalmologists. 
Presentation topics, goals, and objectives were determined from a careful needs assessment of  
each Subspecialty Day program, and from the results of speaker evaluations from previous years.

Reminder: 
	 •	�The Academy will request financial disclosure information from contributors annually. 

Disclosure information will be kept on file and used during the calendar year in which  
it was collected for all Academy CME-bearing activities.  It is the responsibility of each 
contributor to notify the Academy of any changes to his/her financial disclosures.  
Please see pages 8-9 for more information and the disclosure codes. 

	 •	�All presenters are required to state whether or not they have any financial relation-
ships at the beginning of each presentation. The first slide of your presentation should 
state that you either have no financial relationships or that you have financial relation-
ships. Secondly, presenters are required to verbally state at the start of their talk any 
financial interests that specifically pertain to their presentation or state there are none. 
Electronic slides will be made available on the Academy’s Web site in September.

	 •	�The American Academy of Ophthalmology does not permit attendance or participation 
by optometrists at any educational activity at its Annual Meeting. 

On a final note, please remember that attendees find direct interaction with the experts to be 
extremely valuable. We encourage all faculty members to make themselves available to answer 
questions during breaks.

Thank you again for your willingness to participate in Subspecialty Day. Please pay strict attention to 
the deadlines for the forms and outlines requested in this notebook. 

Sincerely,
 

Richard A. Lewis, MD
Associate Secretary for Subspecialty Day
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   Program Locations

Registration

Thursday, October 22: 4–7 pm
Friday and Saturday, October 23–24: 6:30 am–5:00 pm
Moscone Center North — Lobby

Speaker Ready Room

Thursday, October 22: 1–5 PM
Friday and Saturday, October 23-24: 6:30 am–6:00 pm
Moscone Center South — Room 300

Glaucoma

Saturday, October 24
Moscone Center West, Level 3 — Room 3014

Neuro-Ophthalmology

Saturday, October 24
Moscone Center West, Level 2 — Room 2004

Pediatric Ophthalmology

Saturday, October 24
Moscone Center — West, Level 2 — Room 2008

Refractive Surgery

Friday and Saturday, October 23–24
Moscone Center West, Level 2 — Room 2014

Retina

Friday and Saturday, October 23–24
Moscone Center South, Esplanade Ballroom

The Moscone Center
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   Moscone Center Floor Plan, South and West

Moscone West

Moscone South
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   General Information

Registration

Faculty members do not need to register  
for Subspecialty Day. We will register you for your  
specific Subspecialty Day meeting. Your registration is  
complimentary.

Members of the American Academy of Ophthalmology 
who register for Subspecialty Day will be automatically  
registered for the 2009 Joint Meeting. Nonmembers will 
need to submit a Joint Meeting registration form.

If you do not receive your Subspecialty Day badge prior 
to traveling to San Francisco, pick-up a badge at the 
Preregistration area: Moscone Center, North Lobby.

Housing 

Academy member and Subspecialty Day faculty housing 
opens June 24, 2009. From June 24 – July 7, ONLY  
member and faculty housing requests will be processed. 
Each Subspecialty Day faculty member is responsible for 
making his/her hotel reservation. A housing map with a 
detailed list of participating hotels can be found online at 
www.aao.org/2009 and is also in the Advance Program.

Housing Reservations
Expovision
Expovision is the designated housing service for 
Subspecialty Day and the Joint Meeting. 

Online Housing Reservations
�Visit the Academy’s Web site at www.aao.org/2009 to view  
hotel locations and descriptions, check room availability,  
and make hotel reservations. It is the most efficient way  
to secure housing, with immediate confirmation provided. 
The online reservation service will be available beginning 
June 24 for Academy members and faculty and July 8  
for nonmembers. 

You may also make a reservation by phone, fax, or mail:
	 Tel: 	 1.866.774.0487
	 Tel: 	 1.703.770.3908 �(toll free from within the  

U.S. and Canada) 
	 FAX: 	 1.703.770.3909 (active June 20)
	mail : 	� Expovision 

3141 Fairview Park Drive, Suite 550 
Falls Church, VA 22042 
United States

	 E-mail: 	 aaohousing@expovision.com  

Housing Policies  
Expovision is coordinating all reservations.  
	 • �Published room rates apply only to rooms booked 

through Expovision. 

	 • �Official Academy hotels will not honor direct requests.
	 • �All reservation changes and cancellations must be 

made through Expovision. Please do not contact 
hotels or the Academy directly.

Travel

Airfare and Car Rental Discounts
Association Travel Concepts offers Subspecialty Day  
attendees the lowest available fares to San Francisco. A car 
rental discount has been arranged with Avis and Budget 
Rent a Car. To make your air and car reservations:

	 • �Book online by visiting the Academy’s Web site at: 
www.aao.org/2009 

	 • �Contact Association Travel Concepts directly: 
Tel:	 1.800.458.9383 
		  (Toll-free from within U.S. and Canada) 
		  1.858.362.2719 
FAX:	 1.858.362.3153 
E-MAIL:	 reservations@atcmeetings.com 
WEB:	 www.atcmeetings.com

	 • �Book car rental directly by contacting  
Avis or Budget Rent A Car: 
Avis 
Tel: 	 1. 800.331.1600 (Toll-free from within U.S.) 
www.avis.com    
Refer to Discount Code # J100502  
Budget Rent A Car 
Tel:	 1. 800.772.3773 (Toll-free from within U.S.) 
www.budget.com 
Refer to Convention Discount # U064319  
  

Web Sites

For the most relevant and up to date source for  
information relating to Subspecialty Day, the Joint Meeting, 
and San Francisco, please refer to the Academy’s Web site:  
www.aao.org/2009. 

Other Helpful sites:

San Francisco Visitor Information: �www.onlyinsanfrancisco 
.com/groups/aao.asp

Weather: www.weather.com
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   Faculty Guidelines

Academy Policy 

Speakers at the Academy courses or functions should not 
make remarks that could be interpreted as being prejudicial 
against a group or an individual on the basis of race, color, 
sex, sexual orientation, age, religious creed, national origin, 
ancestry, marital status, physical handicap, or medical condition.

Responsibilities and Penalties
A program participant who (1) has previously published 
selected material; (2) fails to submit an outline by the 
assigned deadline; (3) fails to appear for the assigned  
presentation or discussion; and/or (4) fails to disclose  
financial relationships on the disclosure form and at the 
time of presentation will be prohibited from participating  
in the program for two years after the first offense and for  
five years after the second offense. The program participant  
will be notified of the disciplinary action.

The Academy does not permit attendance or participation 
by optometrists at any level in any educational activity. Any 
outline/presentation submitted with an optometrist listed as 
Senior Author/Instructor or Co-Author/Instructor will not 
be accepted for presentation.

ACCME Guidelines

In accordance with the Accreditation Council for 
Continuing Medical Education (ACCME) guidelines, present-
ers’ PowerPoint slides should not indicate or identify by name 
or logo any commercial company, hospital, department, or 
practice affiliation.
 
As a provider of CME, the Academy must present activities 
in compliance with the ACCME policies for disclosure  
and commercial support. All presenters are required to 
state whether or not they have financial interest at the 
beginning of each presentation. The first slide of your  
presentation should state that you either have no financial 
interest or that you have financial interest; the slide should 
include all disclosures, not only those the author feels are 
relevant to the presentation. Electronic slides for this  
purpose are available on Presenter Central, www.aao.org/
meetings/annual_meeting/program/presenter_central.cfm.

Secondly, presenters are required to verbally state at the 
start of their talk any financial interests that specifically per-
tain to their presentation or state there are none.

DVD-ROM Information

After we return from San Francisco, the Academy will 
produce a DVD-ROM that captures all the information 
presented during each Subspecialty Day meeting. The 
DVD-ROM provides attendees and others an opportu-
nity to review the audio and visual material from all the 
presentations and panel discussions. The information about 
your presentation that you provide by completing the 
online forms will allow users of the DVD-ROM instant 
access to the specifics of your talk through an index that 
searches by author, keyword, and agenda.  Please be sure 
you have obtained all rights and permissions to use images 
that are not of your own creation, specifically: cartoons, 
pictures of patients, video clips from TV. When submitting 
your DVD-ROM information online in September, please 
indicate if you plan to use any slides during your presenta-
tion that you are unable to gain permission to use on the 
DVD-ROM. This will not prevent your other information 
from being included on the DVD-ROM. It is essential that 
you notify us, which slides not to include on the DVD-
ROM to avoid infringing on copyright laws.

Also, please pay close attention to the general PowerPoint 
tips on pages 13-14. These tips will help you generate  
electronic slides that will reproduce clearly on DVD-ROM.  

As a thank you for your participation in the 2009 Subspecialty  
Day program, each faculty member will receive a compli-
mentary copy of the DVD-ROM of the meeting in which 
they participated. 

Chair/Section Moderator Responsibilities

The Chair or Section Moderator introduces each speaker 
in the session, operates the timer and is responsible for 
keeping the session running on time. The preferred format 
of the introduction is:

“The next presentation, (complete title of presentation), will 
be presented by Dr. (or appropriate title)(full name) of (city)”.

Please impress the importance of staying within the allotted 
time frame to each speaker. You should be alert to the  
telephone on the table for communication with the floor 
manager and/or Program Director. 

If the presenter does not declare their financial interests at 
the beginning of their talk, the Chair/Moderator should stop 
them and remind them to disclose.



7

Panelist Responsibilities

The primary goal of the panel is to cover a specific range 
of topics giving expert advice on clinical diagnosis and 
management. Keep your comments clinically oriented. The 
majority of attendees are clinicians who want up-to-date 
information from the experts. The panel discussions are 
not intended as a time to give mini-presentations. Panelists 
are encouraged to answer questions and to provide suc-
cinct commentary on various topics. Occasionally, it will 
be necessary to repeat questions before answering to 
ensure the audience heard the question. You should initiate 
conversation with the Panel Moderator of your section in 
late August. Please notify the Panel Moderator if you plan 
to bring prepared PowerPoint slides, so they can ensure 
enough time for each panelist.

Panel Moderator Responsibilities

Well-coordinated panel discussions present more useful 
and relevant information than those that are completely 
spontaneous. Mold questions to fit to the recognized skills 
of the individual. Strive to keep the audience engaged. Use 
humor, great slides, etc. Names and contact information for 
the panelists included in your section will be sent to you in 
August. Please contact them in late August to initiate dis-
cussion of ideas. The Academy will send you presentation 
outlines included in the section you are moderating at that 
time. Moderators should send the outlines along to the 
panelists.

Presenter Responsibilities

A written outline of your presentation is required for inclu-
sion in the syllabus. Carefully review the instructions
on pages 10–12 to assist you with your outline prepara-
tion. The required length of the outline is 2–4 pages. Please 
rehearse your presentation to ensure you stay within your 
allotted timeframe.

Speaker Ready Room

Moscone Center South – Room 300

To assist Subspecialty Day faculty with their audiovisual 
needs, the Speaker Ready Room will be staffed during the 
following hours:

Commercial Free Zone: To comply with ACCME guidelines 
and create an environment free of perceived commercial 
bias and financial interest, representatives from commercial 
companies will not be allowed access into the Speaker 
Ready Room.

Thursday, October 22:	 1:00 p.m. – 5:00 p.m.
Friday, October 23:	 6:30 a.m. – 6:00 p.m.
Saturday, October 24:	 6:30 a.m. – 6:00 p.m.

Presenters must submit their presentations and other 
materials at least four (4) working hours before their 
scheduled presentation time. Panelists, Moderators and 
Chairpersons, please check-in with the Speaker Ready 
Room attendant at least two hours (2) prior to the sched-
uled start-time of your participation.

Note: There is not a Speaker Ready Room in Moscone 
West. If you are speaking at the Glaucoma, Refractive 
Surgery, Neuro-Ophthalmology and Pediatric Subspecialty 
Day meetings, your presentations must be submitted in the 
Speaker Ready Room in Moscone South.

You may submit your presentation prior to the meeting 
through our Presentation Management System beginning in 
late September. Details will be sent then.

The Speaker Ready Room attendant will accept all com-
puter-generated presentations on a CD-ROM or USB 
memory key. If you create a CD make sure you close or 
finalize your session. If this step is not accomplished you 
cannot access the CD from any computer. Presenters must 
have their own media.

The WinZip utility for Windows or the Archive utility for 
Macintosh may be used to fit larger files onto a disk (it is 
recommended that you bring a backup). The attendant will 
confirm that your presentation is properly formatted and in 
the correct software version. The attendant will then copy 
the presentation onto a server networked to the session 
room for final use during the session.

Hardware/Software in the  
Speaker Ready and Session Rooms

The Academy has designated particular programs and 
equipment as standard. The Academy will supply this equip-
ment to be used during all Scientific Sessions. These com-
puters will be equipped with the following programs:

For PC:
Windows XP, Microsoft Office 2007 (PowerPoint), Adobe 
Acrobat Reader 9, Windows Media Player,

For Mac:
OS 10.5 Leopard, Microsoft Office 2008, Keynote 2009, 
QuickTime 8

Video Information

Please have your video digitized and embedded within your 
presentation or insert a slide with appropriate text alerting 
the technical staff to show your DVD video. If your video is 
embedded within your PowerPoint presentation, it is sug-
gested you program your presentation to start the video 
with the advancement of a slide.

Video stations will be available in the Speaker Ready Room 
for review of your DVD video stations. Please cue videos 
to start point (section to be shown). The projectionist will 
start all video presentations from the projection platform. 
When you are ready for your video to play, give an audible 
cue to the projectionist. If you require the audio to be 
heard on your video, please make this notation on your 
slide and alert the technical staff to this requirement.
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 Online Form Information—Presenter Central

The online faculty form submission system is available  
on the Academy’s Web site at www.aao.org/meetings/ 
annual_meeting/program/presenter_central.cfm. Please 
submit all online forms on or before June 10, 2009.

Affiliation/Academic Title

Fill in a maximum of two affiliations. This information will be 
printed in the Faculty section of the syllabus book.

Permission to Record 

Read the Academy’s Permission to Record statement and 
indicate if you give your permission to be recorded.  

Your consent gives us permission to use your material for 
the DVD-ROM and audiotapes. It does not prohibit you 
from using your material for any purpose in the future. 

Please note it is your responsibility to obtain all necessary 
permissions to use the text and images, and it does not 
invade any right of privacy, including but not limited to dis-
closing patient’s names and identities, contain any libelous 
material, or otherwise violate any right, including copyright, 
of another person or entity. If you include photos or other 
images of patients, an appropriate written patient release 
for use of these images must be obtained.

AAO will remove and block out any photos or images in 
which permission is not noted.

Selected presentations might be demonstrated on the 
Academy’s Web site. By agreeing to give the Academy 
permission to use your information on the DVD-ROM  
also gives the Academy the right to use this information 
on the Internet.

Prior to returning the release form, you are responsible for 
obtaining permission for slides that contain content that is  
not your own. 

As it is impossible to delete individual panelists from the 
DVD-ROM, any panelist that does not give the Academy 
permission to use their information may jeopardize their 
participation in Subspecialty Day. However, the Academy 
will review any requests to remove individual comments 
at the conclusion of the meeting.

CME Financial Disclosure

Read the Academy’s Financial Disclosure statement. Click 
the checkbox if you have no financial relationship. If you do, 
please indicate any relationships and the associated compa-
nies. Please use the six codes indicated on the screen for 
type of financial relationship.

The Academy will request disclosure information from 
meeting presenters, authors, contributors or reviewers 
(“Contributors”) annually. Disclosure information will be 
kept on file and used during the calendar year in which it 
was collected for all Academy CME-bearing activities. It is 
the responsibility of each Contributor to notify the Academy 
of any changes to his/her financial disclosures. These 
requirements apply to relationships that are in place at the 
time of the presentation or publication, or were in place  
in the 12 months preceding presentation or publication. 

The Academy’s Board of Trustees has determined that a 
financial relationship should not restrict expert scientific, 
clinical, or non-clinical presentation or publication, provided 
that appropriate disclosure of such relationship is made. As 
an Accreditation Council for Continuing Medical Education 
(ACCME) accredited provider of CME, the Academy seeks 
to ensure balance, independence, objectivity, and scientific 
rigor in all individual or jointly sponsored CME activities.
 
All contributors to Academy educational activities must  
disclose any and all financial relationships to the Academy  
annually. The ACCME requires the Academy to disclose  
the following to participants prior to the activity:

	 • �Any known financial relationships a Contributor has 
reported with any manufacturers of commercial prod-
ucts or providers of commercial services within the 
past 12 months must be displayed on the first slide of 
their presentation and verbally stated. The slide should 
include all disclosures, not only those  
the author feels are relevant to the presentation.

	 • �Contributors who report they have no known  
financial relationships to disclose

Definition of Financial Relationship
For purposes of this disclosure, a known financial relation-
ship is defined as any financial gain or expectancy of finan-
cial gain brought to the Contributor or the Contributor’s 
family, business partners, or employer by:

	 • direct or indirect commission;
	 • �ownership of stock in the producing company;
	 • �stock options and/or warrants in the producing  

company, even if they have not been exercised or 
they are not currently exercisable; 

	 • �financial support or funding from third parties, includ-
ing research support from government agencies (e.g., 
NIH), device manufacturers, and/or pharmaceutical 
companies, or

	 • �involvement in any for-profit or not-for-profit corpora-
tion where the Contributor or the Contributor’s family 
is a director or recipient of a grant from said entity, 
including consultant fees, honoraria, and funded travel.
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The term “Family” as used above shall mean a spouse, domes-
tic partner, parent, child or spouse of a child, or a brother, 
sister, or spouse of a brother or sister, of the Contributor.

Use the following codes to indicate the type of financial 
relationship you are disclosing.
		
Category	 Code	� Financial Relationship of 

the Contributor or the 
Contributor’s Family

Consultant / Advisor	 C	� Consultant fee, paid  
advisory boards or fees for 
attending a meeting (for  
the past 1 year)

Employee	 E	� Employed by a commercial 
entity

Lecture Fees	 L	� Lecture fees (honoraria), 
travel fees or reimburse-
ments when speaking at the 
invitation of a commercial 
entity (for the past 1 year)

Equity Owner	 O	� Equity ownership/stock 
options of publicly or 
privately traded firms 
(excluding mutual funds) 
with manufacturers of com-
mercial ophthalmic products 
or commercial ophthalmic 
services

Patents / Royalty	 P	� Patents and/or royalties  
that might be viewed as 
creating a potential conflict 
of interest

Grant Support	 S	� Grant support for the past 
1 year (all sources) and all 
sources used for this project 
if this form is an update for 
a specific talk or manuscript 
with no time limitation

At the beginning of their presentation, presenters are 
required to show either, a standardized financial relationship 
slide if they have a financial relationship or a standardized 
slide indicating no financial relationship if none exists. (Both 
slides are available in the Speaker Ready Room onsite). 

	 • �Financial relationship will be indicated in the course  
syllabus.

	 • �Disclosure of financial relationship must be made  
at the beginning of your presentation verbally and 
with the first slide of your presentation. Slide should 
include all disclosures, not only those the author feels 
are relevant to the presentation.

	 • �Even with this disclosure, presentations should not  
promote a commercial product.

Secondly, presenters are required to verbally state at the 
start of their talk any financial interests that specifically per-
tain to their presentation or state there are none.
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 Outline Instructions for Presenters—Due June 10, 2009

Each year, the Academy produces a syllabus book for  
each Subspecialty Day program. These syllabi provide 
attendees and those who did not attend Subspecialty Day 
with a valuable resource that can be used as an educational 
reference in their practice. Since presentation times vary 
from 5-10 minutes, we suggest you use your outline to 
expand on your topic beyond the time available in your 
actual presentation. The following guidelines are designed 
to help you organize and format your outline so that 
it conforms as closely as possible to our syllabus style. 
Please review carefully. 

Per the Boards’s resolution, if optometrists have contribut-
ed to the outline/presentation, it should not be submitted. 
Any outline/presentation submitted with an optometrist 
listed as Senior Author/Instructor or Co-Author/Instructor 
will not be accepted for presentation.

General Outline Content 

All outlines should be a minimum of two pages and a 
maximum of four pages long (approximate length between 
500 and 1,000 words). Outlines may be in traditional  
outline form, or in essay form. They may include graphs, 
tables, computer graphic images, and/or photographs. 
(Please send as a separate files.) Outlines that do not 
meet the minimum or exceed maximum length require-
ment will be returned for revision.

Current and clinically relevant material is desired, especially 
material such as tables and illustrations that will supplement 
the lectures.

The outline should be an original work that was not previ-
ously published in part or whole in another publication. 
Including this information in the syllabus does not restrict 
the author from publishing this material in another publica-
tion after October 25, 2009, however it is the responsibility 
of the author to advise the publication that the information 
was included in the Subspecialty Day syllabus and DVD-
ROM. In addition, the Academy will maintain the right to 
use this information in other publications in the future.

Please type your full name and the title of your presenta-
tion as the first two lines of your outline.

Names of additional authors may be listed, if these indi-
viduals have made significant contributions to the research 
project or the content of the presentation. Each person 
listed with your outline must submit a CME financial  
disclosure to the Academy.

Abbreviations and acronyms: Restrict abbreviations to 
those that are widely used and understood and avoid 
abbreviations that have meaning only in context of your 
outline. Spell out all acronyms at first appearance.

Drug/Manufacturer Names: Use generic names in the text 
body and include the trade name of a particular drug, in 
parentheses, only after the first use of the generic name. In 
the case of equipment, include manufacturer’s name, city, 
state, or country.

All outlines will be formatted and reviewed by an editor 
and the program directors.

Outline Format

If you create your outline in a traditional format, please 
type everything flush left; do not insert tabs. Simply identify 
each element with the appropriate number or letter. Please 
do not use your word processing program’s automatic list-
generating function (Autoformat or Bullets and Numbering). 
Please see sample below:

	 Title of Presentation 
	 Your Name, Degree 

	  I.  FDA-approved indications for verteporfin therapy

	 A. �Predominantly classic subfoveal choroidal neovascu-
larization (CNV) secondary to AMD 

	 B. �Subfoveal CNV secondary to pathologic myopia  
(VIP-PM Trial)

	 C. �Subfoveal CNV secondary to ocular histoplasmosis 
syndrome

	 1. Safety and efficacy study

	 2. �Open-label, multicenter, uncontrolled prospective 
case series

	 3. 25 patients followed for at least 1 year

	 4. �Treated with verteporfin therapy and followed 
according to standard protocol from TAP investigation

	 5. One-year results:

	 a. �Median visual acuity improvement from baseline:  
+ 7 letters
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Essay Format

If you choose to create your outline in essay format, 
please type everything flush left, double-spacing between 
paragraphs. Please see sample below:

	 Title of Presentation
	 Your Name, Degree 

	� Introduction 
  
There are well over 5 billion people on this planet  
and every one of us either is or will be presbyopic. 
Advances in refractive surgery over the past decade 
have brought tremendous strides in the treatment of 
myopia, hyperopia, and astigmatism. Our next great  
challenge is the surgical treatment of presbyopia. In this 
presentation, I would like to discuss an innovative new 
IOL design, which may prove to be an answer to the 
problems of presbyopia for many individuals. 

	� Background Observations 
 
All of us who perform IOL implantation have patients 
who feel that they do not need glasses after cataract 
surgery. Objective evaluation of these patients often  
confirms that the uncorrected distance and near acuity  
is quite good. In my experience…

Graphs, Tables, and Charts

Please use adequate titles for each column headings.  
All abbreviations must be explained in the legend.

If a table or graph is borrowed from another publication, 
please ensure that permission is received from the  
publication before submitting the information. Please list  
the source in a note underneath the table, including the 
words “Reprinted by permission.”

To ensure proper placement of graphs, tables or charts  
created separately from your outline document, please  
type for instance, “Insert Graph Here” where you wish the 
graph to appear. This text will be removed when your  
outline is edited. If you have more than one graph, table, or 
chart, please number each and include the proper numbers 
in the insertion instructions (For example, “Insert Graph 
#2 Here.”)

Please create tables using your word processor program’s 
table function. Please do not create tables using tabs, as the 
format is lost when the data is transferred.

Please create graphs and tables in black and white. The  
syllabi for each program are printed in black and white.

Any graph, table, or chart should include a title or legend.

If you plan to use a scanner to reproduce an existing graph, 
table or chart, please follow the resolution and size require-
ments outlined in the Computer Graphic Images section.

If you are using someone else's graph, table or chart, please 
ensure that permission has been granted. Include a source 
note including the words "Reprinted by permission."

Photographs

If you include any photographs in your outline, please send 
them electronically (see Computer Graphic Images section 
below) or mail original to the Scientific Meetings Coordi
nator at the Academy. Type directly in your outline, “Insert 
Photograph Here” where you would like the photograph 
to appear. This text will be removed when your outline is 
edited. If you have more than one photograph, please num-
ber each and include the proper numbers in the insertion 
instructions (For example, “Insert Photo #2 Here.”)

If you would like your photograph(s) returned to you, 
please include a note.

Affix a label on the back of each photograph with your 
name and draw an arrow indicating the proper direction 
for the photograph (  up). Include a number if there is 
more than one. 

If you are using someone else’s photographs, please ensure 
that permission is granted include a source note, including 
the words “Reprinted by permission.”

Computer Graphic Images

Most computer graphic images should be saved as a TIFF 
file with a preferred resolution of 300 dpi and a minimum 
width of 3". Simple tables, graphs and drawings (line art) 
should be scanned at a resolution of 1200 dpi or higher 
and saved as a Bit Map file for best results. Please submit all 
images either on a CD, diskette or as an e-mail attachment 
separate from your outline. Do not insert them into 
your outline. As a backup, mail a hard copy version  
illustrating exactly how the graphic(s) should appear in  
the document to the Scientific Meetings Coordinator at the 
Academy.

Indicate in the document where the image(s) should 
appear by typing “Insert Graphic Here.” 

If you have more than one graphic image, please number 
each and include the proper numbers in the insertion 
instructions (For example, “Insert Graphic #2 Here.”)

Also, include or identify any text that corresponds to any 
image, such as title, figure notes, or source notes.
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References

All outlines should include at least five but not more than 
twenty-five clinically relevant references.

Please list your references at the end of your document 
(as endnotes) instead of as footnotes. Please do not use 
your word processing program’s note function to embed 
the notes in the text. 

Type all references flush left, without tabs. 

Submitting Your Completed Outline

We require an electronic version of your presentation. You 
may either e-mail it or send it to us on a disc. Our goal 
is to have the highest quality syllabus; outlines that do not 
meet these guidelines will be returned for revision.

Naming the File
Please save your outline with the appropriate filename 
according the following:

Glaucoma Outlines:

GLA + the first 4 letters of your last name + .doc 
(i.e., for Dr. Budenz – GLABUDE.DOC)

Neuro-Ophthalmology Outlines:

NEU + the first 4 letters of your last name + .doc  
(i.e., for Dr. Golnik – NEUGOLN.DOC)

Pediatric Ophthalmology Outlines:

PED + the first 4 letters of your last name + .doc 
(i.e., for Dr. Ellis – PEDELLI.DOC)

Refractive Surgery Outlines:

REF + the first 4 letters of your last name + .doc 
(i.e., for Dr. Tamayo – REFTAMA.DOC)

Retina Outlines:

RET + the first 4 letters of your last name + .doc  
(i.e., for Dr. Capone – RETCAPO.DOC)

PLEASE NOTE: If you are sending more than one  
document, use the same filename but replace the fourth 
letter of your last name with a “2” in the second filename. 
(i.e., for Dr. Budenz – GLABUD2.DOC)

Submitting Outlines by E-mail (subday@aao.org)
The preferred method to send your outline is via e-mail. 

Send your outline (and graphic files) as an attachment(s) 
to an e-mail. Please utilize one of the acceptable formats 
listed below.

Save your document with the file name as instructed  
in the “Naming the File” section above. Send an e-mail  
with your outline attached to subday@aao.org by the  
June 10 deadline. Remember to send your electronic  
photographs/images as separate attachments. 

Where to Submit Outline 
DUE JUNE 10, 2009

Please e-mail outlines and graphic files to:
subday@aao.org 

Please mail CDs to:
Ann L'Estrange
Scientific Meetings Coordinator
American Academy of Ophthalmology
655 Beach St
San Francisco, California 94109-1336 
United States
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 Guidelines for Preparing PowerPoint Presentations

Even if you are an experienced presenter, please take a 
moment to read the following information completely. If 
you have further questions after you have finished please 
contact: support@presentationmanagement.com.

PLEASE NOTE: All presentations must be developed on 
Microsoft PowerPoint; there will be no 35mm slide set-up 
or overhead projection available.

General PowerPoint Slide Design Tips

The graphics you project on the screen to support the 
spoken word should help clarify ideas, emphasize key 
points, show relationships, and provide the visual informa-
tion your audience needs to understand your message.

Here are a few suggestions:
	 •	 Keep visuals CLEAR and SIMPLE. Abbreviate your 

message.
	 •	 Simple graphs, charts and diagrams are much more 

meaningful to an audience than complex, cluttered 
ones.

	 •	 Avoid the overuse of too many colors, patterns and 
graphics in one frame.

	 •	 Use a minimum of words for text and title frames. 
Five to eight lines per frame and five to seven words 
per line are the maximum — less is better.

	 •	 Upper and lower case lettering is more legible than 
all capital letters.

	 •	 Vary the size of lettering to emphasize headings and 
subheadings — but avoid using more than three font 
sizes per frame.

	 •	 Sans serif type projects better and is easier to read. 
(Example: Arial.)

	 •	 Try to maintain the same or similar type size from 
frame to frame — even if some frames have less 
copy.

	 •	 Contrasting colors work best. A good rule of thumb: 
use a dark background color with lighter color for 
text and graphics.

	 •	 Highlight your main point or heading with a dominant 
color (example: yellow heading, white body copy).

	 •	 Keep color scheme consistent throughout your pre-
sentation. Changing colors and type styles can be 
very confusing and distract from your message.

Some general options to consider are as follows:

Cool Colors: (most effective background colors—blue, 
turquoise, purple, magenta, etc.) These colors appear to 
recede or draw away from the eye—allowing the text to 
appear more readable.

Graduated Backgrounds: A background that transi-
tions smoothly from lighter to darker shades of the same 
hue can also be an effective background. Some software 
packages will even allow the gradation from one color to 
another.

Textured Backgrounds: In some cases, a textured back-
ground can be combined to create an interesting image, 
but remember it should enhance the foreground data.

Photographic Materials: In addition to the use of 
graphics, photographs can provide an excellent means for 
communication.

To Bring it Down to the Basics . . .
	 •	 Plan a template
	 •	 Use colors consistently
	 •	 Use fewer colors rather than more—no more than 6
	 •	 Use light colored fonts on a dark colored background

Embedding Movies, Pictures and  
Fonts into PowerPoint

Please be aware that there will be NO dual or comparison 
projection available.

Movies: While we try to support as many PC video for-
mats as possible, we can only accept movies created as 
MPEGs (1 or 2) or with the following AVI codecs.

Microsoft – MPEG-4, RLE, Video 1, Windows Media Series 
8 and 9 Divx 3/4/5

Intel Indeo Video <= v.5.11
TechSmith Screen Capture Codec
Huffyuv Lossless Codec
Asus Video Codec, On2VP3,
Cinepak, MJPEG

After transferring a presentation from a MAC environment 
to PC platform, it is imperative that you review your pre-
sentation in the Speaker Ready Room if it contains video 
files.

SPECIAL NOTE ABOUT DVDs: If you plan to play a DVD 
as part of your presentation, please be sure to test the 
DVD for compatibility in the Speaker Ready Room.

It is imperative to test your “new” presentation on an 
actual Windows PC for verification.
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Pictures: Images inserted into PowerPoint are embed-
ded into the presentation. Images that are created at a dpi 
setting higher than 75 dpi are not necessary and will only 
increase the size of your presentation. Try to avoid over
loading your presentation with unnecessary images. JPG 
images are the preferred file format for inserted images.

Fonts: We can only supply fonts that are included in the 
base installation of Windows. Any font other than these will 
need to be embedded into your PowerPoint presentation. 
The fonts we suggest using are Times New Roman, Arial 
and Tahoma. Use of fonts not included in Windows can 
lead to words that bleed into graphics or bullets which may 
be the wrong style. Microsoft provides a utility that can tell 
you if a Font can be embedded. It is located at the follow-
ing link: 
www.microsoft.com/typography/property/ 
property.htm?fname=%20&fsize

You can embed the fonts into your presentation by follow-
ing these steps.

Office 2007
	 1.	Open the PowerPoint
	 2.	Click the Microsoft Office Button, and then click  

“Save As”
	 3.	On the “Tools” menu in the “Save As” dialogue box, 

click “Save Options”
	 4.	Click to select the “Embed fonts in a file” checkbox, 

and then click “OK”

When Transferring From a Mac to PC

QuickTime videos will not play within PowerPoint on a 
Windows PC.

Images: Use common image formats that are cross 
platform such as JPG, PNG, GIF, and BMP. Do not use PIC 
graphics in your PowerPoint.

After transferring a presentation from a MAC environment 
to PC platform, it is imperative that you review your pre-
sentation in the Speaker Ready Room if it contains video 
files.

Fonts: Use common cross platform fonts such as Times 
New Roman, Arial, Verdana and Courier. It may be necessary 
to load your presentation onto a Windows machine. If this 
occurs, many custom Mac fonts will not translate properly.

File Extensions: If your Mac version of office does 
not append the file extension, be sure to include it in 
your filename. Use .PPT for PowerPoint files and .PPS for 
PowerPoint show files.

Bringing Your Presentation to  
San Francisco

When building your presentation, make sure you include 
any external files utilized in the same folder as your pre-
sentation, i.e. movie files. When creating your media for 
transportation, copy the entire folder to the disk. Save your 
files to a Compact Flash Card, Multimedia Card, CD-ROM 
or USB storage device. If you create a CD make sure you 
close or finalize your session. If this step is not accom-
plished you cannot access the CD from any computer. 
To ensure the success of your presentation remember to 
make a backup copy of your files and transport that media 
in a separate piece of luggage.

When you arrive at the Speaker Ready Room have your 
picture ID handy and label your media with the following 
information.

Your name
AAO-Subspecialty — �/Glaucoma/Pediatric/Neuro 

Refractive/Retina
Date & Time of presentation
File names

You should make it a priority to go to the Speaker Ready 
Room at least 4 hours before the start time of your pre-
sentation. This will allow you time to prepare, rehearse, and 
finalize your presentation before you submit.

It is imperative that you review your presentation in the 
Speaker Ready Room if it contains video files, or if it was 
created on a Macintosh computer.
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 On the Stage in San Francisco

The Academy Lectern

Each lectern is equipped with lectern microphone, a light, a 
mouse for slide advance, and a timed warning light.

Advancing your Presentation: As last year, presenters 
will review their presentations with the assistance of the in-
room technical staff. Each presenters will advance their own 
presentations controlled by a mouse located at the lectern. 
The presentation will return to the menu below once the 
presenter has clicked through their last slide. Once discus-
sions conclude, the technical staff will advance the title slide 
of the next presentation.

Mouse: A computer mouse will be placed on the right 
side of the lectern to control your PowerPoint during the 
presentation. Presenters will have the capability of advanc
ing and reversing their slides, as well as launching their own 
embedded video clips. As another feature, the mouse icon 
on the screen is a large green arrow which allows the pre-
senter to use as a pointer. It is important to use this feature 
in rooms with more than one projection screen to allow 
viewers to see the pointer on all screens. Please be aware 

not to move the mouse if you are not utilizing the green 
arrow as a pointer, as it will be a distracting during your 
presentation. If a presenter is not comfortable with advanc
ing their own presentation, please check in with the room 
coordinator to make those arrangements.

Timed Warning Lights: The lectern is also supplied with 
a speaker timer warning system, which will be operated by 
the floor managers. The lighting stand has three-color display 
panels, which will alert you to the following:

Green Light — this will be activated at the beginning of
your presentation and will remain green until you have one 
minute left.
Yellow Light — this is activated with one minute left in
your presentation alerting you to start your summary and 
concluding comments.
Red Light — when your allotted time has expired this light 
will be activated. Please conclude your presentation.

Stage Set-Up

Next to the lectern is the chairpersons table equipped with 
a table microphone, telephone and timer control unit. The 
telephone is used by the chairperson to discretely contact 
the floor manager for any technical issues or programming 
changes.

The technical control area is located behind the stage. This 
will give the presenters, floor managers and session chair-
persons more direct contact with the technical staff. Also, all 
presentations will be given from a single lectern. Presenters 
are asked to check in with the Floor Manager. Here the pre-
senter will confirm the order in which they speak and will 
also have the ability to confirm their presentation is loaded 
and ready to go. The presenter will enter from stage right, 
audience left, when they are introduced by the chairperson 
as the previous presenter exits the stage. These procedures 
will increase the controllability of the session and create a 
good flow of presentations.

A/V Control

Floor Mgr.

Stage Entrance.

Stage Exit

Drape Line

Drape Line

Presenters Check 
In

Presentation Screen 
Off Stage Left

Reference Monitor

Speaker Timer
Warning System

Standard
Computer
Mouse




