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STANDARD OPERATING PROCEDURES
1. GENERAL. The mission of the Training Support Center is to provide training resources and support to authorized customers of Fort Hood.
2. PURPOSE. To establish procedures for the preparation and presentation of briefing slides used in Bldg 1001, Battle Simulation Center, and Howze Theater conference rooms.
3. APPLICATION. These procedures are applicable to all personnel who prepare and conduct briefings using the computer/projector systems in Bldg 1001, Battle Simulation Center, and Howze Theater.
4. PROCEDURES.
A. Scheduling of Conference Rooms.
1) To schedule use of conference rooms in the III Corps HQ’s building, call 288-5320.
2) To schedule use of the conference rooms in the Battle Simulation Center, call 288-2716.
3) To schedule use of Howze Theater, call TSC Work Reception, 287-3909.
B. Coordination.
1) Briefers will preview presentations on the conference room projectors prior to the scheduled briefing. A presentation which looks great on a computer screen may not look as good when projected on a screen.
2) Briefers will provide their PowerPoint presentations at least 24 hours in advance of the presentation to the room facilitator for check of compatibility and adherence to policy.
3) When using a videotape in a presentation, a backup tape must be provided.

C. Slide Presentation Guidelines.
1) All slides briefed to the Command Group will conform to the template shown in figure 1.
2) Presentations shall use light on dark/dark on light combinations for background to text contrast. Presentations with dark backgrounds and light text are the most effective.
3) Presentations shall use 16-point font size at a minimum; 18-point font size is easier to read.
4) Presentations shall use simple fonts such as Arial or Arial Black. Fancy fonts, such as Script, are difficult to read.
5) Each slide should have 3-4 bullets with 10-12 words per bullet. If the presentation requires extensive text, break it into multiple slides and increase the font size.
6) III Corps standard headers will be used on all presentations.
7) Presentations not meeting these standards will be returned to the preparer for correction.
D. Presentation Software.
1) All briefings will be done in Microsoft PowerPoint. No other formats will be accepted. PowerPoint on Microsoft Office 2000 is available. The conference room can support presentations using this or any lower version of PowerPoint. 
2) Each computer used to present briefings will have Microsoft Policy Editor activated in order that Desktop settings cannot be changed..
3) Resolution on the computers shall be set at 1024 x 768, 16-bit color, and large fonts.
4) All presentations will be done in True Type Fonts for the highest quality and should be "embedded" into the presentation.
5) Any embedded AVI or WAV files should be brought to the attention of the conference room facilitator prior to the beginning of a presentation.
E. Presentation Hardware.
1) Projectors must have a minimum 30-minute warm-up period prior to use.
2) Computers and computer peripherals are not to be adjusted nor settings changed without consultation with the room facilitator.
3) Wireless and table microphones, laser pointers, and wireless mouse may be provided to briefers upon request.
G. Facilitator Responsibilities.
1) Facilitators will inspect each conference room each morning for operational status of equipment. The daily equipment checklist will be initialed and filed for future reference.
2) All problems will be reported to the immediate supervisor immediately, who will notify A/V maintenance and the COR.
3) The A/V maintenance supervisor will fix the problem or provide an alternate solution for immediate conference room use (equipment swap, loan, rental, etc.)
4) Facilitator will load backup copies of presentations on all computers in a room in case of failure of a system.
H. This SOP will be reviewed and updated annually or as required.
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