Session Lead
What you need to do before the Conference

1. Contact all the presenters in your session to introduce yourself and make sure they have your contact information, including your cell phone so they can reach you on site.
2. Please get cell numbers for all your speakers and have that with you during the conference in case you need to reach anyone. 

3. Confirm the Title, day, and time of the session.
4. Confirm that all your presenters are able to attend the conference.

5. If someone is not available to present a paper please let Debbie Smith know ASAP dsmith@asce.org
6. Make sure everyone understands they need to upload their power point to this FTP site no later than October 9, 2009. ftp://ftp.asce.org/ 
7. Download the power points from your session to your laptop. Make sure they run properly. Contact Bob Nickerson if you are having technical issues. 
8. We will have an onsite power point test on Sunday at the conference.
9. Each technical session is 105 minutes in length.  Inform your speakers that they have 2o minutes to speak. You will make brief introductions (name, their current position, employer and title of paper) You need to make sure you have this information before the session. Leave a few minutes at the end of the session for Q and A.  It is important to keep to the time schedule so that the final speaker is not cut short on their time. 
10. You may want to have a 10 min sign, 5 min sign and STOP. To assist with keeping the session on schedule.
What to do during the Conference

1. Request all speakers sit in the front row to lessen the time it takes to reach the podium.  
2. Test to make sure the power points are working on the laptop correctly. 
3. At the beginning of the session, you should call the session to order, welcome everyone to the “XYZ Session,” announce the time allotted for each speaker, and whether questions will be all at the end or after each speaker.   Ask the audience to please turn their cell phones and pagers to mute or vibration so as not to disturb the presenter.
4. Introductions of the speakers should generally be brief.  As a suggestion, give the presenter’s name, their current position and employer, and the title of the paper. 
5. You are expected to moderate the floor discussion. Session leads should try to stimulate discussion.
6.  As the presentation of a speaker nears an end, the session moderator should alert the speaker of time available for presentation (indicating five minutes and two minutes before time is up, and the end of the allotted time).  Do not hesitate to tell the speaker that his/her time is up. 
7. In the event a scheduled speaker does not make an appearance please adjust the time for each presentation.  
8.  At the end of the presentation, thank the speaker and specifically relate why you feel the presentation was a benefit or of importance to the audience; or why the presentation was relevant to the audience’s interests.

Thank you for volunteering your valuable time to serve as session lead for the 2009 Electrical Transmission and Substation Structures Conference. Your enthusiasm and interest in your sessions is an important element to the overall successful experience of the Congress.

If you have any questions regarding your job as a moderator please feel free to contact Debbie Smith at dsmith@asce.org
