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□

Introduce yourself to the speaker prior to the talk. Tell them that you will be the note taker, and that
you will need to make copies of their notes and materials, if any.

□

Obtain ALL presentation materials from speaker. This can be done before the talk is to begin or after
the talk; please make arrangements with the speaker as to when you can do this. You may scan and
send materials as a .pdf to yourself using the scanner on the 3rd floor.
Computer Presentations: Obtain a copy of their presentation
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For each talk, all materials must be saved in a single .pdf and named according to the naming
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