PRESENTATION GUIDELINES
We are requesting 3 separate documents for each project being presented.   Please review the instructions below before clicking on templates.  The Quad Chart and Abstract will be printed out at the review.   We are not planning on printing in color, so please review your graphs and figures in “gray scale” to ensure the print quality is clear.
· Presentation Quad Chart (1 PowerPoint slide).  Due date:  6 July 09 
    (click appropriate template:   quad chart ONR or quad chart NAVSEA)
· Abstract (2 page WORD document).  Due date:  6 July 09  (click appropriate template:  abstract ONR new, abstract NAVSEA
    new, abstract ONR ongoing, abstract NAVSEA ongoing, abstract ONR ending fy09, abstract NAVSEA ending fy09)
· Actual presentation to be briefed at the review (PowerPoint slides).  Due date:  20 July 09  
**See Lisa’s email for presentation submission instructions**
All PowerPoint presentations less than 5 MB must be sent to webdiver@supsalv.org.  
If presentation is larger than 5MB submit via FTP site (see FTP site info in Lisa’s email)

Instructions for required Quad Chart:  
The purpose of the quad chart is to provide Program Officers and Operators a one page summary of each project.  Please keep it simple and avoid complicated scientific jargon.   

Please use the template with the appropriate sponsor logo for your project.  The data is an example of what should be used as a guideline.  Do not change headings or formatting and do not add bullets or numbers.  If pasting text from another document, please use the “Paste Special” function and paste as “Unformatted Text” to avoid formatting errors.

Required Headings:

Quad 1:  Background, Work Effort Benefits, Status

Quad 2:  Paste a graphic photo in this quad.
Quad 3:  Objectives, Deliverables: Provide Deliverables for the entire effort (not just the current year).

Quad 4:  Goals/Milestones, Principal Investigator:   Provide 3-4 Goals/Milestones for the current and next year only.  Any Goals/Milestones that have been completed should be in bold.

Instructions for required Abstract:
The purpose of the abstract is to provide all attendees with a brief summary of each project.  New projects should focus on methodology.  Preliminary results may be included if available. Ongoing/ending projects should focus on results.

Please use the appropriate template based on the status of your project (new, ongoing, or ending/completed).  Do not change headings or formats.  Guidelines for each heading are provided in the template.   
Do not exceed the two page limit.   A small section has been reserved at the bottom of the second page for note taking; do not remove or alter this section.  
Guidelines for Presentations:
The first slide of your presentation should be your required Quad Chart (above).  Presentation format is open, but the total presentation MUST NOT exceed your allotted amount of time.  Please refer to the AGENDA to determine your allotted amount of time. New projects should focus on methodology and will be limited to 10 minutes when presenting.  Preliminary results may be included if available. Ongoing/ending projects should focus on results and will be limited to 15 minutes when presenting.
Please remember to bring a back-up CD copy of your presentation to the review (thumb drives are not permitted and cannot be used in Navy Marine Corps Internet hardware).

Presentations will be stored electronically on one laptop and connected to a LCD projector during the Review.

Do NOT include proprietary information in your presentation.  Any data considered proprietary should be withheld and can be presented to the appropriate program officer by separate arrangement.   

CD’s with all presentations will be mailed out after the review if requested by attendee.
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