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Welcome Presenters and Hosts!
How to get maximum benefit from your MSU Science Festival Affiliation
The MSU Science Festival provides an outstanding opportunity to achieve our common goals
of promoting science, technology, engineering, arts, and mathematics—STEAM—in the State of
Michigan.
The success and impact of the MSU Science Festival, and your event, depend on the cooperation
and shared promotion of the Festival by presenters and hosts across the state.
Event presenters and hosts, together, form a powerful promotional network that benefits
everyone! So…
We ask that all presenters and event hosts utilize the tools, guidelines, and recommendations
included in this handbook to promote your event and the MSU Science Festival network of events.
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Presentation Tips for All Presenters
Presenting to audiences who are diverse in age, abilities, and backgrounds, and who are unfamiliar
with the concepts you are presenting and the terminology you might typically use, isn’t always
easy. Follow the suggestions to help craft a presentation both you and your audience will enjoy.
Share what inspires you and reconnect with what you’re passionate about!

Essentials
Experience the essence of a science festival by visiting these videos:
•

The Philadelphia Science Festival: youtube.com/watch?v=T2j-fM46ToA

•

The University of Cambridge (UK) Science Festival: youtube.com/watch?v=O-8TPWxQ1dU

Know Your Goals
•

Think FUN! Present a topic you and your visitors will have fun sharing, discovering and
exploring together. Spark the imagination and inspire!

•

Make science accessible and understandable. Leave the jargon behind.

•

Share a science idea, research, advancement, or application with a clear take-home message.
Then connect the take-away message to something anyone can relate to in everyday life.

Presentation Elements
•

Include your personal story—your first interest in science, your science presentation—and
share the range of careers in your field of science.

•

Be energetic and welcoming. Initiate conversation! If you are an Expo presenter, the ability to
invite and initiate conversation with passers-by is essential. Ask your audience questions (e.g.,
Are you familiar with the subject?). Connect the topic with relatable, real life examples. Ask if
they have questions.

•

Speak as though you are conversing with a friend who isn’t a scientist. Practice with a friend
who isn’t familiar with your work and ask for feedback.

•

If you offer a PowerPoint, opt for pictures instead of graphs or text.

•

Promotional materials are welcome, but should be discreet.

•

Take away items are popular—even website recommendations are great.

•

Still not sure how to make your presentation special and fun? We can help, so e-mail us at
scifest@msu.edu.
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Science Festival Audience
•

The age and background of your audience members may range widely.

•

Most of your audience will be non-experts, so basic ideas will be your foundation, with layers
of complexity added to offer something for everyone.

•

The audience is curious, just like you were when you embarked on your journey. Have fun
sharing your common interest!

Things to Avoid
•

Don’t overload on charts and graphs. Use images whenever possible.

•

You’d like to share information about your organization, but too many handouts can take up a
lot of space.

•

Consider using QR codes or other creative and “green” signage.
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Special Tips for Expo Booth Presenters
Be sure to visit this very helpful video: youtube.com/watch?v=bgjAc9co9YU&feature=youtu.be
•

You have less than 5 minutes with each visitor to convey your ideas. Keep things as simple as
possible with just a couple of points.

•

Inviting and initiating conversation is essential. Start with a “Hello!” or a question (e.g., “Have
you ever tried... seen... wondered…?”).

•

Expo booths need energetic, welcoming, and knowledgeable presenters sharing their science.
Welcome your visitors, make eye contact, and share what you have to offer. Many people
don’t know what questions to ask, so initiate and engage.

•

We recommend 2-5 attendants; someone must be present at all times, so shifts are helpful.

•

An interactive/hands-on component is essential. Information is received, understanding
improved, and dialogue increased with hands-on activities.

•

Present your topic so it is easily accessible, relatable, and without jargon or words easily
misinterpreted (e.g., “green”).

•

Have content ready for all ages—something for everyone.

•

If you can, have something that a visitor can take home, even if it’s only a list of websites to
visit. Have enough materials for all visitors.

•

Visitor numbers can range from 100 to 1000 depending on your venue.

•

If you only have a couple of activity materials/kits left, be sure to save some to use as a
demonstration. If you do run out of materials- don’t leave! Engage visitors in conversation
about your work and topic. Use your other presentation elements to help convey your ideas.”

Ways to Engage Visitors at a Busy Expo Booth
•

Greet passers-by, ask them questions, and invite them to interact with the activity you are
featuring.

•

Multiple components will draw people to your booth if you are busy with someone already.

•

Use visual images, such as a continuous PowerPoint with as large a screen as you can manage,
posters with graphics, etc.

•

Text should be large, clear, and engaging about the main points of your booth.

•

Hands-on elements will help visitors relate to and interact with your scientific concepts.

•

Connect the take-away message to something relatable to everyday life.

Would you like more tips? Contact us at scifest@msu.edu.
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Marketing and Branding for Host Locations
Together we can strengthen the MSU Science Festival as a “brand name” associated with fun, high
quality, and engaging events. Help ensure future recognition and continued success of the festival
by utilizing these recommendations and tools.
If you are University based, work with your college or department communicator to use the
provided press release (or something similar) and other marketing on websites, listservs, and
social media.
Host organizations that are not campus-based may find the following pointers helpful.

Before the Festival and Your Event
•

Explore all the promotional tools and supplies provided. Your kit will contain exterior signage
or banners (for new host locations), T-shirts for presenters, flyers/posters, program booklets,
and more.

•

Develop a fun and relevant three-sentence description of your event. This “boilerplate” text
will be the start of all your marketing efforts, to be used wherever a description of your
event is needed. It will summarize what will happen at your event and indicate the intended
audience. This description is, or is similar to, the description appearing on the website for your
event. End your description with “This is an official event of the MSU Science Festival.”

•

Non-MSU entities may use the press release provided or create their own. A template is
available to you at sciencefestival.msu.edu/media/downloads and in Template 1 of this
Handbook. Should you opt to write your own news release, please include the standard MSU
Science Festival “boilerplate” language, found at this link: sciencefestival.msu.edu/media/
downloads and in Template 2 of this Handbook.

•

Help maintain the integrity of the MSU Science Festival by using the brand standards indicated
in Template 9. The logo should not be distorted and only the official color palette may be
used. Please do not refer to the MSU Science Festival as the “Fair.” Use the full name, Michigan
State University Science Festival, MSU Science Festival, or MSU SciFest, at least once in every
communication piece.

Note: Michigan State University reserves the right to withdraw its permission to use its branding materials at any time.
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Marketing Strategies
News Releases
•

Post the news release on your website (see page 5, bullet 3). Include the MSU Science Festival
logo and link: sciencefestival.msu.edu.

•

Send your news release to your normal media contacts and to the Festival (scifest@msu.
edu). If you are part of a university or science center, please follow your organization’s normal
procedures for sharing a news release.

Social Media
•

Tweet about your event using the #msuscifest hashtag. Your tweet will reach an expanded
audience through retweets.

•

Post your event to all calendars you would normally utilize for your events. Include a link to the
Festival website. Use the phrase “An MSU Science Festival event.”

•

Promote events with your friends, family, and community, using your organization’s standard
communication tools. These may include printed and e-mail newsletters as well as your Twitter
and Facebook pages. Link your posts to the news release on your website or the event listing
on the MSU SciFest website.

Posters, Flyers and Signage
Display MSU Science Festival posters and flyers in your lobby, elevators, cafes or any other public
area you can think of that is appropriate. Your event location site will be provided with official MSU
SciFest posters.
•

Create and distribute a custom MSU Science Festival flyer for your event. You may download
a template from sciencefestival.msu.edu/media/downloads or view sample flyers in Templates
3-6 of this document. You may customize the template with your event information. Do not
remove the MSU SciFest logo. Official fonts and colors for each type of event are noted in
Template 9.

•

You may also create a flyer using your own branding. If you choose this route, please include
the MSU SciFest logo available at this link: sciencefestival.msu.edu/media/downloads. You
may wish to include local sponsors of your event.

•

You may download the welcome sign template and add your logo beside the MSU SciFest
logo, available at this link: sciencefestival.msu.edu/media/downloads.

•

You may download festival icons—e.g., the beaker and Newton (The Newt) images—for
marketing purposes. They are available at this link: sciencefestival.msu.edu/media/downloads.

•

Note: The beaker is used for all-age event marketing; Newton is used only for elementary and
early childhood activity marketing.

•

We will also have photos from past Science Festivals available for download to use in posters,
flyers, etc.
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Free or Low cost Marketing Ideas
•

Share fliers electronically with schools, community centers, list serves, and any social media
outlets available to you. Tweet a link to the flyer, a website, or facebook page.

Paid Advertising (Optional)
Non-MSU campus locations may opt to advertise their event with their local media. Or, if your
budget permits, you may choose to support your event with additional paid advertising.
Although advertisements vary in size, you can adapt your promotional poster to the dimensions of
the ad. Just keep in mind that you must use our event’s color palette (see template 9). You must
also include the MSU Science Festival logo, URL, and statement “This is an official event of the
MSU Science Festival.”
•

You are welcome to develop your own print advertising using your own branding. If you
choose this route, please include the “MSU Science Festival” official logo.

•

If you use radio advertising please include the language “An MSU Science Festival event” in
the spot. If you do online or broadcast advertising, please include the “MSU Science Festival”
official logo.

Local In-Kind Advertising (Optional)
Contact local media outlets to discuss in-kind sponsorship options. Should you choose to
seek local sponsorships, the SciFest Team will provide you with support, help you determine
whether a local or Festival request for sponsorship would be most effective, and identify the
benefits available to the prospective sponsor, such as their logo on your event flyer. (See more in
sponsorship and donations section.)
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Sponsorship and Donations
Festival Cash Sponsorship or In-Kind Sponsorship (Optional)
Contact the SciFest Team to discuss the best approach to potential sponsors and request the
sponsorship packet or sponsorship levels document.
•

The sponsorship packet includes summaries of the most recent festival’s evaluations, visitor
feedback, support letters, sponsors, and media. The packet also includes an informational
leaflet, sponsor level sheet, most recent program booklet, keynote speaker bio, and news
release for the upcoming festival.

•

The sponsorship levels document summarizes in a graph format the benefits that accompany
each financial level of sponsorship at increments of $2,500, $5,000, $10,000, $15,000, and
$25,000.

Advertising (Optional)
Program booklet advertising is one way to raise funds for your event. For parties interested in
supporting your event and the MSU Science Festival, but not interested in the sponsorship levels,
advertising in the MSU SciFest program booklet is an option. The deadline for submitting ads is
the first Friday of November.
•

Advertising begins at $800 with a quarter page ad.

•

Quarter page ad dimensions are 2.375” W x 3.875” H.

•

The ad should be submitted in color, high resolution PDF format (300 dpi or greater).

Donations (Optional)
Donations are a great way to provide some basic needs of your volunteers/presenters.
•

Local businesses are often willing to support a special event with donations of such items
as pizza, water, and business coupons. You may choose to offer a prominent display of
their business logo during the event, on your flyers, and/or on the MSU SciFest website
(acknowledgements page). If commitment is obtained well in advance of the event,
acknowledgement in the program booklet may also be possible.
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Talking Points
What is the MSU Science Festival?
•

The Festival is a FREE multi-day celebration of science that explores the role of science in our
everyday lives.

•

SciFest events in 2016 will be held in East Lansing April 12-17, in Detroit April 18-24, and across
Michigan April 15 for the Statewide Astronomy Night.

•

The Festival brings STEAM (science, technology, engineering, arts, and mathematics)
professionals together with curious lifelong learners of all ages.

•

It offers talks, demonstrations, discussion panels, tours, open houses, special guests, and lots
of hands-on activities.

•

Visitors are invited to learn about and be inspired by scientific endeavor.

•

A collaboration between MSU and community STEAM education providers, the MSU SciFest
highlights STEAM resources and career opportunities in Michigan.

What makes science festivals special?
Science festivals…
•

Are well established in Europe, but have only recently taken hold in the United States. Only a
handful of festivals have a statewide presence.

•

Regularly draw tens, and sometimes hundreds, of thousands of visitors in a clear
demonstration that people will turn out for science.

•

Represent one of the highest orders of engagement.

•

Foster collaborations and partnerships among providers.

•

Present science in a variety of formats that allow visitors to engage where they feel
comfortable.

•

Connect STEAM professionals from a wide range of disciplines with visitors of all ages, as well
as future professional collaborators.

•

Connect youth with mentors, job-seekers with new career choices, and the curious with
experiences.

•

De-mystify science and reveal the relevance of science to our everyday lives—from video
games and cell phones to sports, music, and even investing!.

•

Inform, inspire, and empower.

SCIENCE OPENS THE DOORS TO THE FUTURE;
SCIENCE FESTIVALS MAKE THOSE DOORS ACCESSIBLE TO EVERYONE.
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During Your Event
•

For sample opening and closing comments at your event, see Templates 7 and 8.

•

Should you have a projector in use at a presentation, please use the MSU Science Festival
welcome PowerPoint slide provided at this link: sciencefestival.msu.edu/media/downloads.

•

Be sure to ask your visitors to complete the event evaluation form.

•

Tweet and post news about your event on Twitter and Facebook.

•

Offer swag (optional) with your name and the scifest logo. Consider a small investment for
pens, pins, magnets or other give-away items (something functional—not throwaway—is
recommended). If your budget does not allow this, consider printing out a resource list related
to your presentation topic. Include your organization’s name and the MSU SciFest logo.

Following Your Event
•

The MSU Science Festival is an evaluated event. We will work with you to determine the best
evaluation format for your event. Send evaluations in to the Science Festival Team (use the
enclosed envelope) and complete the host/presenter evaluation (you will be sent an online
invitation to participate). You will receive an evaluation summary report in the weeks following
the festival

MOST OF ALL— HAVE FUN!
THANK YOU!
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Template 1
Your Event Press Release
FOR IMMEDIATE RELEASE: (Date of release)
CONTACT: (Your name and phone number)
(EVENT NAME) AT (EVENT HOST INSTITIUTION)
(Event host) presents (event name) on (date, time), at (location). This event is part of the 2016
MSU Science Festival.
(Event name) includes (event details and brief description—can be more than one sentence and
may include quote from event host staff member). For more information about (event name),
contact (event website or telephone).
(Event name) is featured in the 2016 MSU Science Festival (MSU SciFest) promotions. MSU SciFest
is held April 12-24, 2016, and features science events in (your location), East Lansing, Detroit, and
beyond.
“The MSU Science Festival is all about celebrating the wonders of science in our lives and world,”
says Renee Leone, co-founder and coordinator of the MSU SciFest. “We are excited to be growing
and partnering with presenters across the state. There is truly something for everyone.”
The MSU Science Festival is a multi-day series of events that highlight science, technology,
engineering, arts, and mathematics (STEAM). Special events are held across the state with
a concentration of activities in the East Lansing and Detroit areas. The MSU Science Festival
features talks, demonstrations, tours, open houses, guest speakers, and hands-on activities for
lifelong learners of all ages. The MSU Science Festival is proudly coordinated and produced by
Michigan State University, working together with professionals and educators across the state
to bring Michigan communities an opportunity to experience “Science Live!” Learn more at
sciencefestival.msu.edu.
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Template 2
Boilerplate Language
The MSU Science Festival is a multi-day series of events that highlight science, technology,
engineering, arts, and mathematics (STEAM). Special events are held across the state with
a concentration of activities in the East Lansing and Detroit areas. The MSU Science Festival
features talks, demonstrations, tours, open houses, guest speakers, and hands-on activities for
lifelong learners of all ages. The MSU Science Festival is proudly coordinated and produced by
Michigan State University, working together with professionals and educators across the state
to bring Michigan communities an opportunity to experience “Science Live!” Learn more at
sciencefestival.msu.edu.
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Template 3
SWAN Flyer Template

(YOUR LOGO)

YOU’RE INVITED TO MICHIGAN’S FIRST

Statewide

Astronomy Night
JOIN US AT

Name of Your Facility
Street Address
Time, Date
(Events to be held rain or moonshine)
Enjoy talks, demonstrations, hands-on activities,
and night-sky viewing

www.yourwebsite.com

Other participating planetariums and observatories
Abrams Planetarium and MSU
Observatory
East Lansing
Detroit Observatory with U of M
Planetarium and EMU Planetarium
Ann Arbor
International Dark Sky Park
Mackinaw City

Shirab Planetarium
Marquette

Longway Planetarium
Flint

Delta College Planetarium
Bay City

Wayne State University with the
Michigan Science Center
Detroit

Grand Rapids Public Museum
& Planetarium
Grand Rapids

This is an official event of the MSU Science Festival.
The MSU Science Festival is a multi-day series of events that highlight science, technology, engineering,
arts, and mathematics (STEAM). Special events are held across the state with a concentration of activities
in the East Lansing and Detroit areas. The MSU Science Festival features talks, demonstrations, tours,
open houses, guest speakers, and hands-on activities for lifelong learners of all ages.

For more information visit: sciencefestival.msu.edu
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Template 4
Cafe Flyer Template

(YOUR LOGO)

YOU’RE INVITED TO

Cafe

Scientifique
JOIN US AT

Name of Your Facility
Street Address
Time, Date
Come join us for a special science presentation in a warm,
inviting setting

www.yourwebsite.com

(YOUR SPONSOR LOGOS AND/OR MSU SCIFEST TOP TIER SPONSOR LOGOS)

This is an official event of the MSU Science Festival.
The MSU Science Festival is a multi-day series of events that highlight science, technology, engineering,
arts, and mathematics (STEAM). Special events are held across the state with a concentration of activities
in the East Lansing and Detroit areas. The MSU Science Festival features talks, demonstrations, tours,
open houses, guest speakers, and hands-on activities for lifelong learners of all ages.

For more information visit: sciencefestival.msu.edu
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Template 5
Pub Flyer Template

(YOUR LOGO)

YOU’RE INVITED TO

Astronomy

on Tap
JOIN US AT

Name of Your Facility
Street Address
Time, Date
Come join us for a special science presentation in a warm,
inviting setting

www.yourwebsite.com

(YOUR SPONSOR LOGOS AND/OR MSU SCIFEST TOP TIER SPONSOR LOGOS)

This is an official event of the MSU Science Festival.
The MSU Science Festival is a multi-day series of events that highlight science, technology, engineering,
arts, and mathematics (STEAM). Special events are held across the state with a concentration of activities
in the East Lansing and Detroit areas. The MSU Science Festival features talks, demonstrations, tours,
open houses, guest speakers, and hands-on activities for lifelong learners of all ages.

For more information visit: sciencefestival.msu.edu
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Template 6
Night at the Museums Template

(YOUR LOGO)

YOU’RE INVITED TO

A Night at the

Museums
JOIN US AT

Name of Your Facility
Street Address
Time, Date
Enjoy talks, demonstrations, and hands-on activities

www.yourwebsite.com

Participating museums
Broad Museum
East Lansing

MSU Museum
East Lansing

Ann Arbor Hands On
Museum
Ann Arbor

Grand Rapids Public
Museum
Grand Rapids

(YOUR SPONSOR LOGOS AND/OR MSU SCIFEST TOP TIER SPONSOR LOGOS)

This is an official event of the MSU Science Festival.
The MSU Science Festival is a multi-day series of events that highlight science, technology, engineering,
arts, and mathematics (STEAM). Special events are held across the state with a concentration of activities
in the East Lansing and Detroit areas. The MSU Science Festival features talks, demonstrations, tours,
open houses, guest speakers, and hands-on activities for lifelong learners of all ages.

For more information visit: sciencefestival.msu.edu
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Template 7
Suggested Welcome Language for Your Event
Hello everyone! My name is (your name). I am with (institution’s name) and I’m pleased to
welcome you to (event name).
Today’s event is an official MSU Science Festival event, one of over 200 activities and events
offered between April 12 and April 24, at various locations across Michigan. We are very proud
to be a part of the MSU Science Festival and its goal to highlight the wonders of science and
technology in our lives, from the ordinary to the extraordinary. This Festival is made possible by
support of Festival producer Michigan State University and our dedicated sponsors. We invite
you to visit sciencefestival.msu.edu to find out more about the Festival, other events, and our
sponsors. Or, pick up a program booklet while you are here today.
If you are tweeting, please use the MSU Science Festival hashtag, #msuscifest. Also please tag
(your organization) in your tweets, (your institution’s twitter handle).
(If any MSU Science Festival representatives or sponsors are present, please recognize them
as well.)
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Template 8
Suggested Closing Language for Your Event
Thank you for attending (event name).
A quick reminder: This has been an official MSU Science Festival event.
(If your institution is hosting another Science Festival event, promote that here.)
We invite you to share your thoughts about your experience today by completing an evaluation.
We welcome your comments.
Find more Science Festival Events online at sciencefestival.msu.edu or pick up a Science Festival
program booklet on your way out.
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Template 9
Official Colors and Branding
Color Palettes:
Statewide Astronomy
Night

Cafe Scientifique

Astronomy on Tap

A Night at the
Museums

C: 78, M: 100, Y: 16 K: 4
R: 93, G: 43, B: 123

C: 13, M: 87, Y: 100 K: 0
R: 215, G: 73, B: 41

C: 13, M: 87, Y: 100 K: 0
R: 215, G: 73, B: 41

C: 100, M: 35, Y: 0 K: 0
R: 0, G: 131, B: 202

C: 50, M: 0, Y: 100 K: 0
R: 141, G: 198, B: 63

C: 46, M: 100, Y: 16 K: 4
R: 147, G: 35, B: 121

C: 75, M: 19, Y: 100 K: 27
R: 93, G: 43, B: 123

C: 6, M: 73, Y: 100 K: 0
R: 229, G: 104, B: 38

Fonts:
The official fonts of the MSU Science Festival are Roboto Slab and Gotham. Robota Slab and
Gotham Bold are used for headings and Gotham Book is used for body copy. If Gotham is
unavailable to you, Montserrat may be used instead. Both Montserrat and Roboto Slab are available
for free download at fontsquirrel.com.
Science Festival Logos:
The Michigan State University Science Festival logo is available in a vertical and horizontal format,
as well as formats for use on light and dark backgrounds. Do not distort the logo or alter the
colors. If using the vertical format, the logo should be at least 1.5” wide. If using the horizontal
format, the logo should be at least 2.5” wide.

minimum width = 1.5”

minimum width = 2.5”

Science Festival Wording:
Please do not refer to the MSU Science Festival as the “Fair.” Use the full name, Michigan
State University Science Festival, MSU Science Festival, or MSU SciFest, at least once in every
communication piece.
The following copy must appear on all materials, as well as the website, sciencefestival.msu.edu:
This is an official event of the MSU Science Festival.
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