2012 Conference PowerPoint Template Instructions 
Presentations Due to BUCLs Choose Your Date; To CST 10/30
All PowerPoint Presentations (PPTs) are due to the FSA Conference Sessions Submissions mailbox on Tuesday, October 30.  As far as the deadline to the Business Unit Conference Liaisons (BUCLs), you will decide that date. BUCLs will review presentations, obtain required management approval, and submit them to the above mailbox.
All presenters must use the PPT template attached to the e-mail with these instructions.  PPTs will be posted to IFAP once before and once after the conference, if changes were made to the original.
Please Read:
· NEW: If all of your information is not available before deadline, create an outline of talking points or add a placeholder stating that updated information will be given during the presentation.  All presenters should meet the posting deadline.  After the conference, you will have an opportunity to submit a final presentation for posting
· Presentations will be 1 hour long and then 15 minutes for Q&A.  A total of 1:15 per session
· Ensure there is not any Personal Identifiable Information
· Remove speaker notes
File Naming Convention:  NEW: It is mandatory to follow this naming convention for all PPTs: 2012FSAConfSession#title (with no spaces).  Examples are below.  Please contact Joe Aiello for an in-depth explanation or if you have questions.  PPTs not following this naming convention will be rejected.
File name examples:
Example 1:  If you are presenting Session 18, Cohort Default Rates, your file name would be: 2012FSAConfSession18CohortDefaultRates.ppt
Example 2:  If you are presenting General Session 1, Federal Update, your file name would be: 2012FSAConfSessionGS1FederalUpdate.ppt
PPT Template Basics
General information:
· The conference template contains 3 slides, a Master title slide, a content title slide, and a Questions slide.  Duplicate the content slide by selecting it and click on Duplicate Selected Side under New Slides
· The fonts are pre-set using industry standards. We highly recommend you do not alter them
· The Master title slide does not have a page number but content slides do. Please leave page numbers alone
· The FSA logo should always be visible especially when importing screen shots
Master Title Slide Specifics:  Please do not change the color or font sizes on the title slide.
· Step 1:  Click on the text box Session to open it.  With a space after the word Session, type in your session number without using the “#” symbol.  For example:  Session 1 
· Step 2:  Click on the text box Click to edit Master title to open it.  Delete the words Click to edit Master title and then type in your session title
· Step 3:  Click on the text box Presenter Name to open it.  Delete the words Presenter Name and then type in the presenter name(s).  If more than one name, place one name after the other, alphabetized by last name.  For example: Joe Aiello, Debra Byrne, Chris Farr, and Amanda Yates
Content Title Slide Specifics:  Please do not change the color or font sizes on the content slide.
· Step 1:  Click on the text box Title to open it.  Delete the word Title and then type in a title for that slide
· Step 2:  Click on the text box Click to add text to open it.  One text box is font size 24 and the other is 20
· Step 3: Type in your information.  You can center or expand your title headline and text boxes as desired
· Step 4:  Add as many slides as you need, under 50 is preferred.
Help:

Please contact your BUCL or Joe Aiello (x4002) with questions.
BUCLs:

Business Operations:  Anne Tuccillo

Customer Experience:  Annette Abell

Foreign Schools:  Jeanette Zink

OPE:  Kathleen Smith

PLI:  Amber Johnson

Program Compliance:  Karen Chauvin

Technology Office: Bridget McLennon
PPTs are government records and must be handled accordingly.
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