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If you are submitting a word-processed document, please use as little formatting (tabs, tables, paragraph
settings) as possible. Send it as:

e anemail attachment in MS Word or Rich text Format (.rtf)
If you are using PowerPoint in your presentation:

e Specify whether you want all of your slides to appear in the syllabus;

e Ifitisalarge file, send your presentation in compressed format via email

e Ensure all slides are in 16:9 aspect ratio. See below for instructions:
http://interprofessional.ubc.ca/av_powerpoint.pdf

e Please DO NOT send your slides as a PDF.

Please email materials to: cynthia.ipce@ubc.ca

PLEASE NOTE THAT WE MAY RE-FORMAT OR RE-ARRANGE YOUR MATERIALS FOR REASONS OF
SYLLABUS DESIGN AND SPACE CONSIDERATIONS

1. Summaries should include material that will be highlighted or emphasized in the lecture.

2. The first page should contain the Learning Objectives for the session and references should be included at
the end of the summary.

3. If visuals to be shown contain factual material that cannot easily be written down during the presentation, a
photocopy of the material should be included in the summary. Please try to obtain the best possible, as it
will have to withstand reproduction for handouts.

4, Please remember to use only generic rather than trade names of medications and/or devices included within
all presentations or written materials.

5. If submitting a printed copy of the summary it must be first-generation, typewritten and camera-ready.

6. If summaries include photo or text material from texts or journals please provide us with the original text or

journal pages, or try to obtain the best possible photocopy as it will have to withstand duplication for
handouts. If photographs or previously published articles are to be included, you must obtain proper

licensing/copyright approval for use before forwarding these materials to us for duplication.

Any additional handout materials that you may wish to distribute to the participants will be your own
responsibility.
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