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General guidance
· Keep it brief! Last year each office only had seven minutes (including time for questions). The timeslots won’t be finalized until we’ve received all host office submissions but aim for five minutes with 4-8 slides (depending on how much text you have on each slide).
· The fellows will sit through 70 presentations in one day (the definition of death by PowerPoint) so go light on text and try to include a few photos and graphics.
· There is no need to provide contact information or directions to your office – the fellows will already have been provided with these.
· This year we hosted a Federal Agency 101 webinar for the incoming class (albeit with a greater focus on NOAA) so the fellows will have an idea of how the Executive Branch is structured. For NOAA hosts, the fellows will have an understanding of the Line Office structure, so there is no need to explain this – just let the fellows know which Line Office you fall under.
· Many host offices bring along their current fellow to talk for a minute or two about his/her experiences.
· In short, the presentations are intended to provide the fellows with an general idea of what your office does and what they might do during the year. As you only have a few minutes the idea is to pique their interest enough for them to sign up for an interview.

Presentations typically include the following information:
Title slide
· Name of office
· Line Office (if NOAA)
· Name of presenter
· Title of position
· Position number (to be provided by NSGO when all positions have been submitted)

About your office
· Overview of the work your office undertakes (mission, vision, purpose, etc.).
· Where your office is located in your organization. In the information we have provided to the fellows, we drew a distinction between offices that work at a more overarching level (that take a ‘30,000 ft. view’) and those that focus on more specific issues (that work at the ‘ground level’) so it might be helpful to identify into which category your office falls.
· Size of office staff.
· Office structure – to whom will the fellow report?
· Past history/experiences with Knauss fellows (if applicable).

About the position
· The projects/tasks that will make up the fellow’s portfolio.
· The extent to which the workload is predetermined vs. how much will depend on the fellow’s interests. A 75/25 split could be one way to address this but it will vary among offices.
· Examples of projects/tasks on which previous fellows have worked.
· Opportunities for travel or professional development (if applicable).
