[bookmark: _Hlk209537611]Fall Undergraduate Research Expo Checklist
Presenter Version
[bookmark: _Hlk209537622]To support undergraduate researchers and their mentors in preparing for the Fall Expo, this checklist can be a useful tool in ensuring everything is ready. This is not meant to be a fully exhaustive list, but a general guide.
This checklist complements the Fall Expo Guidelines and Fall Expo FAQs; it is not as a replacement to reviewing those pages.
Pre-Expo Preparation
Abstract & Application
Review the “How-to” guide on what is included in the application and how to submit your abstract.
Acknowledge the “AI usage guidance for Purdue undergraduate research events” on the Guidelines page.
Ensure your abstract is clear, concise (no more than 250 words), and accessible to a general audience.
It is uncommon to include in-text citations within an abstract and even rarer to include a references list.
Confirm mentor approval before submitting your abstract.
Confer with your mentor prior to submitting your abstract that it meets their expectations.
Submit your abstract application via OURConnect
Determine availability for all presenters (and your mentors, if needed) before submitting the application.
Collect the official emails to add them to the application.
Some individuals have “vanity” emails where it is a legitimate email, but it is not their “Career Account” email. Use the Purdue directory to determine their “alias” and then add “@purdue.edu” to the end to enter their career account email.
There are five categories that an individual can fit within the abstract application: UG Presenting Author, UG Contributing Author, UG Researcher Acknowledgment, Mentor, Other Acknowledgement
You will receive an automated email confirming that it was submitted.
If you do not receive an automated email, use a different browser or use an incognito mode browser instead.
Include all members of the team and your mentors in the information and decisions communicated to the primary (first) student author.
Remember that in-person presentations are for posters with the option of being considered for a research talk. It is not guaranteed a submission that wants to be considered for a talk will be assigned that type.
[bookmark: _Hlk209538133]Each in-person abstract will be presented as a poster or research talk, not both.
If you select you want to present as a virtual presentation only, you will not present in person.
In-person presentations can submit a virtual presentation, too, but only the in-person presentation is judged.
Presentation Planning
Coordinate with your mentor on expectations.
Depending on your presentation type, there are different considerations. Check out the Guidelines page.
Review the rubric that judges will use to evaluate your presentation.
Consider self-evaluating or having friends evaluate your presentation based on the rubric.

Practice presenting to a general audience by avoiding jargon and describing difficult concepts.
Judges will be randomly assigned. Therefore, it is unlikely a judge will be from your discipline or research area.
Prepare answers to common judge questions (e.g., next steps, challenges, lessons learned).
Create your presentation materials (poster, slides, etc.) with mentor input.
Optional for in-person presentations: Consider submitting a virtual presentation that will be available on the Expo site.
Suggested Timeline
	Timeframe
	Task

	September 1 – October 16, 2025
	Finalize research and begin abstract draft

	By October 16, 2025 at 11:59pm
	Submit abstract and confirm mentor approval

	Begin after submitting your abstract (even if you want to be a research talk, you can begin creating materials that can be used)
	Begin creating presentation materials

	2 weeks before
	Practice your presentation with peers/mentor

	Last week of October
	Attend the presentation preparation seminars or watch the recorded presentations

	1 week before
	Finalize presentation

	By November 13
	Submit a virtual presentation (optional for in-person presentations)

	By November 14
	Print out your poster (provides a couple days to fix issues, if needed)

	Day of your presentation
	Arrive early, check in, and engage with attendees


Day-of Presentation Checklist
General
Arrive before your session begins to get checked in.
Walk around and engage with other presenters before your session begins.
Be supportive and respectful to peers and judges.
Consider wearing business-casual attire (Purdue Career Closet is available).
Poster Presenters
Registration at the south entrance of the PMU South Ballroom begins 30 minutes before your session.
Bring your printed poster (maximum size 48" x 48") to check-in.
Use your poster number (found in the program) to set up your poster in the correct location. We will provide magnets to hang your poster.
Use the self-serve coat/bag check area, if needed, found by the stage in the PMU North Ballroom.
Prepare a short pitch (~5 minutes). Longer pitches are usually not recommended to allow for any questions by the judges.
You will engage with at least two judges during your session. Some will identify themselves while others will not.
Oral Presenters
Bring presentation on flash drive/laptop or have it available in the cloud, you will not submit it ahead of time.
If you do not have animations, use PDF format to retain slide formatting.
Check in at Stewart Center 2nd floor hallway at least 10 minutes prior to your 1-hour session.
Be present for the full session (there are three presentations per hour for each session).
When you are done with your presentation, do not log off or turn off the computer or projector in the room.
Virtual Presenters
Record up to 7-minute presentation with good resolution and audio.
Submit YouTube link via Qualtrics by Nov. 13.
Unlist video and enable comments for feedback.
Mention group effort if applicable and designate one voiceover presenter.
