OAME CONFERENCE PLANNER
SAMPLE GUIDELINES FOR SPEAKERS

OAME/AOEM is continually striving to maintain the high quality of its program.  This depends greatly on the success of those who give presentations at each conference.  You may find the following guidelines helpful as you prepare your presentation.
1. Be sure handouts are printed clearly and in sufficient quantity.

2. If you decide to use an overhead projector, be sure your transparencies are readable in a large room.  Bring along additional blank transparencies and pens.

3. If you are planning to use computers, please arrive at the room early enough to ensure that your equipment is running smoothly before your session begins.

4. Plan well in advance to ensure that needed materials are delivered to the meeting room.  Student volunteers will be available to assist you.

5. Plan to arrive at your assigned meeting room early to check on your requested equipment.

6. Begin and end on time.

7. To maintain professional standards, it is in appropriate to promote commercial materials for personal gain during your presentation.

8. OAME/AOEM policy prohibits the reproduction of any copyrighted materials in your session unless prior permission has been granted by the holder of the copyright.

9. You are urged to avoid the use of language that can be construed as being sexist or degrading to any gender, race or ethnic group.

10. When you have finished your presentation, plan to leave quickly to allow the next presenter time to prepare.

11. In the remote possibility that you find it necessary to cancel your presentation, please notify the member of the Program Committee who invited you.

Thank you for your willingness to contribute your time, energy and expertise to the enrichment of mathematics education.  We trust your experience will be a positive one.
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