Spring Undergraduate Research Conference Checklist
Mentor Version
To support undergraduate researchers and their mentors in preparing for the Spring Conference, 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 Spring Conference Guidelines and Spring Conference FAQs; it is not as a replacement to reviewing those pages.
Abstract & Application
· Review student abstract submission and provide feedback before March 2 deadline.
· Abstracts should be no more than 250 words (including in-text citations).
· Coordinate with students to avoid scheduling conflicts if you want to attend their presentation by ensuring they select time availability that fits your schedule.
· Review the “How-to” guide on approving the abstract submission by March 25.
· Each in-person abstract will be presented as a poster or research talk, not both.
· If students share that they are unable to add you using your Purdue email, tell them your career account email (usually what you log in with) instead of your vanity email.
· You will receive a confirmation email for all abstracts you are listed as a mentor. If you did not receive an email, the abstract was not received by OURConnect or it ended up in your junk folder.

Presentation Preparation
· Ensure students understand expectations for their presentation format.
· Students who select to present virtually will not present in person.
· Each abstract to be presented in-person is for a poster, but can be delivered as a research talk if they indicate they want to be considered. An academic review unit will determine the final decision on the research talk schedule. Those not selected for research talks will present as posters.
· Encourage students to practice presenting to a general audience to avoid jargon.
· Discuss potential questions judges may ask and help students prepare responses.
· Judges are randomly assigned and are not likely to be within your discipline or research area.
· Review presentation materials (poster, slides, video) and provide constructive feedback.

Additional Considerations
· Volunteer as a judge to help support the event and the undergraduate researchers presenting and earn an incentive for submitting a certain number of completed evaluations.

