
HELPFUL HINTS FOR PRESENTERS


BEFORE YOUR PRESENTATION
· Organize your ideas as to what and how much information needs to be presented in the time frame given.
· Practice your presentation beforehand so that you could feel comfortable and at the same time use your time effectively.
· Check where or in what room your presentation takes place in advance.
· If you use any equipment for your presentation, check if it works beforehand; remember to arrive at your presentation site early enough to do this.
· Be confident and enjoy presenting your ideas or creative work with others. 



DURING PRESENTATION SESSION
· Be respectful of your fellow presenters by staying until the end of the session; it is extremely rude for a presenter to leave before hearing the other presenters.
· Actively participate during others presentations by being attentive and asking questions to stimulate discussion.
· Make every effort to hold your audience by maintaining eye contact, modulating your voice, and employing a lively delivery: if you use PowerPoint or other media, be sure to address the audience and not the screen.
· Observe closely the time limit placed on your presentation; it is not fair to the next presenter for you to overrun, as the session then end up running too long and everyone is then late for the next event in the program.
· Allow a few minutes for discussion at the end of your presentation; discussion allows you to learn others' perspectives about the topic or issues you presented, find things you have not thought about, and find new questions/topics to explore more in the future.
· Questions and answers should be brief.
· Avoid monopolizing discussions; you can meet with the presenter/questioner after the session if further discussion is necessary.
· Turn off your cell phone before the session start.
· Dress/Present yourself professionally

For more information, see the Student Academic Conference website at web.mnstate.edu/acadconf. Here you will be able to view the overall conference schedule and to look up the time and location of the presentation. 
If you have questions, please email acconf@mnstate.edu. 


POSTER PRINTING GUIDELINES

Posters can be printed by the Graphics Production department
Jody Bendel - Art Director
http://web.mnstate.edu/upg/graphics.cfm 
Livingston Lord Library,  Rooms 105-108
Voice: (218)477-2340 • Fax: (218) 477-5055
bendel@mnstate.edu
· Formats accepted: Powerpoint, PDF,  jpg.

· Size: Make sure your size properties in Powerpoint are the actual size you want the poster to be. If the poster needs to be resized at printing it will take longer to be done and the graphics will most likely become blocky or hard to read.

· Most posters are 36" x 56".

· You may exceed 41" on one side, but not both, otherwise a more expensive printer will have to be used.

· You may email your poster file to bendel@mnstate.edu
· Check with the department you are presenting for. They may pay the poster costs for you. If so make sure you get the department account number.

· You must include your department account number (if appropriate) telephone number and department name.

· Cost: $2 per square foot. (36" x 56" = $30).

· If your file is too large to send by email you may bring your file to Instructional Media on a CD or jump/flash drive and fill out a job form there.

· It is preferred that you submit your poster to the Graphics department at least two weeks in advance of your conference. Otherwise, there is no guarantee the printing will be completed on time.
