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CURRICULUM, TEACHING AND LEARNING CENTRE
Checklist for Presenters: Curriculum, Teaching and Learning Colloquium
Date: 

3 -4 December 2009
Venue:
John Scott Meeting House
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Colloquium Registration

All presenters are automatically registered for the Colloquium. Please advise us of:

· Any co-authors who are not attending the Colloquium
· Presenters’ special dietary requirements

Presentation times

The program has presentations scheduled into 30 minute slots, but the actual time available to present and answer audience questions is around 20 minutes to allow time for introductions; participant traffic and presenter set up.

Program confirmation – see program at www.latrobe.edu.au/ctlc/colloquium/
Please confirm correct spelling of:

· The names of presenters (including personal title, Professor, Dr, Ms, Mr etc)
· The title of presentation

Note: Some presentation titles have been slightly modified, shortened, or have had references to specific disciplines removed to fit into the printed program.

Audio-Visual Equipment and PowerPoint slides, audio / video files for presentation

To ensure a smooth running of the Colloquium, CTLC will provide an internet-connected laptop computer and data projector in each presentation room. Presenters will not be able to use their own computer in the presentation.

· All files for presentations must be provided by 12 noon on Tuesday 1 December. Files can be emailed to Jason.Brown@latrobe.edu.au or provided on CD or DVD to the CTLC reception, HU2, Room 101.

· All presentations will be pre-loaded onto the laptop in the presentation room.
· All presentation files should be in Microsoft PowerPoint 2003 format.
· Any changes made to files can be re-loaded prior to 8.30am on the morning of your presentation or during a scheduled break if time permits.

· Presenters may also test their presentation files during scheduled breaks. Please contact Jason Brown to make arrangements on the day.
· Please note: PowerPoint presentations created on a Mac often have compatibility issues when run on a PC. If your presentation contains any images, it is best to also supply separate copies of the image files so that those images can be re-embedded if required.

· The CTLC will provide technical support at all presentations

Handouts

If you have handouts, please print sufficient copies to hand out on the day. Presentations in the following rooms require the following number of copies:
· Chamber – approx 120 copies
· Meeting Room 3 – approx 30 copies
· Meeting Room 4 – approx 30 copies
Electronic copies of handouts may be uploaded to the colloquium website. Electronic files should be emailed to Jason.Brown@latrobe.edu.au by Wednesday 2 December.
Webcast

All presentations held in the Chamber will be webcast live over the internet. Staff watching the webcast will be able to view the presentation and PowerPoint slides and use the chat feature to submit questions. A moderator will be present in the Chamber to relay questions from webcast viewers.
Contact

Jason Brown at the CTLC on 03 9479 2967 or email Jason.Brown@latrobe.edu.au
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