
Steps and Deadlines for Presentation Planning, Approval, and Delivery 
 

 Step Process and Considerations Form Deadline 

1 Identify a partner As you think about your partner for this project, 
think first about whom it would be enjoyable to 
work with, and less about finding someone who 
wants to work on something you want to work on.  
Take advantage of opportunities to become 
acquainted with students in the other discipline 
before and after Colloquium, at ISM events or 
performances, and social gatherings. Make an 
effort to reach out to potential partners early in 
your first year, as the Partner Request Form is due 
before spring recess in early March. 

Partner & 
Topic 
Request 
Form 

Early March 
(before 
Spring 
recess.) 

2 Determine a topic 
or topics. 

The faculty welcomes topic proposals related in 
the broadest possible way to sacred music, 
worship and the arts. You and your partner(s) 
should choose a topic together, to which you can 
both contribute something equally. It’s a good 
idea to concentrate on some question or theme 
that can provide a topic of conversation between 
disciplines. Consider this as an opportunity to 
learn from another discipline, and a chance to 
develop teaching skills.  

Partner & 
Topic 
Request 
Form 
(same as 
above) 

Same as 
above. 

3 Seek faculty 
advisors 

The presentation will be advised by two full-time 
faculty members from the ISM: one in Music, the 
other in Divinity. When you first determine a 
possible topic or topics, talk with ISM faculty 
members who might have expertise in a related 
area and get their input early on. The ISM director 
can also help guide you to appropriate advisors. In 
some cases, students are directed to a part-time 
faculty member for advising. 

  

4 Topic Proposal Proposals must include the following: 
title, thesis, methodology, and bibliography 
and signatures of your two advisors. 

Topic 
Proposal 
Form 

Late April  

5 Read and 
research. 

Continue to read and conduct research on your 
topic during the summer months and 
communicate with your partner if possible. 

 Summer 

6 Review progress 
with advisors. 

When you return in the fall, student pairs/teams 
must schedule a meeting together with both 
advisors to review your work to date and obtain 
their guidance. They are there to help you but you 
are ultimately responsible for getting your work 
done.  

 Mid-
September 

  



7 Prepare for 
presentation 
Workshop 
Session.  

For the Workshop Session during Colloquium early 
in the fall, each pair or trio will present their 
working thesis, methodology and an outline of 
their presentation in a small group, which will 
provide feedback. You must have your materials 
ready for this session and be prepared to discuss. 

 September or 
October  
(See 
Colloquium 
schedule for 
exact date) 

8 Apply for 
Colloquium grant 
(if needed). 

The ISM offers grants of up to $750 per project 
($500 per solo presentations) to cover expenses 
related to Colloquium research or presentations. 
Allowable expenses include transportation, 
accommodations, singers or instrumentalists (for 
rehearsals and the presentation itself). ISM 
students cannot be paid for performing in 
Colloquium. 

Colloquium 
Grant Form 

One month 
before 
presentation 

9 Complete outline 
and bibliography  

Submit presentation outline and bibliography to 
advisors 2 months in advance. Brief brio due to 
advisors (for your intro) 2 days before. 

 Two months 
before 
presentation 
 

10 Complete writing 
script. 

Write and refine the script for your presentation 
and share with your advisors at least 2 weeks in 
advance. 

 2 weeks 
before 
presentation 

11 Schedule a 
coaching session. 

The ISM encourages all teams to schedule a coaching 
session with Lecturer in Homiletics Carolyn Ladd. The 
90-minute session will focus on practicing your delivery 
and handling Q & A, pointers on posture and other non-
verbal elements, a possible run-through, and 
videotaping for your review. The ISM office provides 
Ms. Ladd with your contact information, so please 
respond when she reaches out to you. 

 2-4 weeks 
before 
presentation. 

12 Write a bio for 
your 
introduction. 

Write a brief bio for your advisors to use as an 
introduction to your presentation. Send your bio to 
your advisor and to Jacque Campoli in the ISM office. 

 2 days before. 

13 Deliver 
presentation and 
respond to 
questions. 

Presentations done by pairs will be 30 minutes long, 
with a further 10 minutes for discussion. There will be 
two presentations per session. The first will begin 
promptly at 3:30. After a short break, the second 
presentation and response will commence, according 
to this schedule: 

3:30 – 4:00  First presentation  
4:00 – 4:10  Discussion  
4:10 – 4:20  ISM announcements, set-up change  
4:20 – 4:50  Second presentation  
4:50 – 5:00  Discussion  

Solo presentations are 20 minutes long, with 10 
minutes for discussion; presentations by groups of 3 
are 45 minutes followed by 15 minutes for discussion.  

 Assigned date 

14 Prepare for Small 
Group discussion 
about your topic. 

Two small group discussions are scheduled during the 
year to provide feedback on the most recent student 
presentations. You will be asked to submit an abstract 
and two discussion questions about your presentation.  

 1 week before 
Small Group 
session. 

 


