NAON 31st Annual Congress

May 15-19, 2011, Baltimore, MD
Syllabus Preparation Guidelines

Submission for course syllabus – deadline for material is Friday, February 4, 2011.

All syllabus materials must be submitted to NAON by the deadline for inclusion in the Final Program.  Syllabus material should be informative, but not overly detailed.  Course attendees have requested that the information cover the basic ideas and data presented during the lecture to bring back to their colleagues.  However, do not submit an outline or verbatim script of your presentation.  

Presenters should note that if syllabus materials are not submitted by the deadline of February 4, 2011 or if the National Office is not notified and other arrangement made, then nothing related to your presentation will appear in the online syllabus. Congress evaluations show overwhelmingly that presenter evaluations are significantly influenced by the presence of presenter notes in the syllabus.

To keep the conference syllabus a manageable, we will be doing an online syllabus again this year.  Please keep handouts no longer than 8 pages (one sided).  However, please keep in mind that shorter word documents are easier to follow for the attendees. 

Preferred method of receiving: E-mail or Mail an electronic version of your slide presentation. 

Please prepare your materials according to the following specifications:

· You must add the conflict of interest disclaimer as your first slide in your handouts and slide presentations to keep up with ANCC requirements. You can download this slide from the online presenter resource center at http://www.orthonurse.org/CEC/SpeakerResourceCenter/CurrentSpeakerResources/tabid/295/Default.aspx. 
· Please proofread carefully – Your syllabus material will NOT be edited or rewritten by NAON.  Any errors in your original document will appear in the published syllabus.

· Send the material via e-mail to naon@smithbucklin.com.  Indicate within the message the title of the presentation and the presenter(s) names.

· DO NOT SUBMIT SYLLABUS MATERIALS BY FAX OR IN A HARD COPY FORMAT. 
NAON will provide a listing of title and presenter(s) online. We will reproduce your manuscript directly from the electronic file you submit.  We will not proofread your manuscript, so please be sure that you are comfortable with both the content and the accuracy before submitting.
NOTE:  If you do not wish to have your manuscript reproduced in the syllabus, please indicate on the Audio Visual Requirements/Presenter Release Form. 

Policy reminder: No complimentary copying facilities for any syllabus or other handout-type material will be available on-site.  All written materials – objectives, diagrams, reprints, etc. – must be contained in your syllabus materials as submitted by the deadline for inclusion in the Final Program.  Reproduction and distribution of any materials not in the online syllabus, or any materials not covered within our guidelines (e.g. color copies), will be at your own expense.  NAON will make no exceptions to this policy.  Please call the National Office for an estimate of the quantity needed for your session. 

