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PRE-CONFERENCE HOST RESPONSIBILITIES
The Color of Money conference will be upon us in a few short weeks, and we would like to thank you for agreeing to host.  Please review the important information below.

Contact Your Speaker(s) by June 19

Please review the following with all speakers in your session in advance of the conference:

· Time of the session

· Content of the presentation

· Timing during the session.  Speakers should allow 15 minutes at the end of each session for questions and answers.

Audiovisual Needs

The following AV equipment will be in ALL rooms:

*LCD Projector/Screen

*Microphone

*Podium
 

· We have asked all speakers to identify any additional AV needs.

· Please check with your speaker(s) to ensure that they have requested additional AV needs.  We want to avoid any last minute AV crisis that could harm your session’s effectiveness.

Thank you for your help!

Please call or email if you have any questions.

Michelle Gollapalli

Co-chair, Color of Money Conference
267-349-0333

michelle.gollapalli@alz.org
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GUIDELINES FOR HOSTS—DAY OF THE CONFERENCE

Please think of yourself as the “caretaker” for your session and for your speaker(s).  Attention to the following items will help your session run smoothly.

Arrival

· Please arrive a minimum of 30 minutes prior to the first session you are hosting/moderating.

· Pick up your host registration packet at the registration desk.  It will include participant surveys to be handed out and collected at your session.
Check the arrangement of the room

· Are the chairs lined up properly?

· Did your speaker(s) request any specific room arrangement?

· Is the required audiovisual or other special equipment in the room?  Working properly?  If there are any questions or concerns please go to the registration desk for help.

· Are there sufficient cups, water, etc. for your speaker(s)?

Greet your speaker(s) when they arrive

· Do they need anything else for their presentation?

· Remind speaker(s) to keep their presentation to the time limit and to allow time for questions at the end. (You will have gone over this request earlier, of course, with your speaker(s), but it is a good last minute reminder for them to be aware of their time.)

Prior to Start of Session
· Please hand out evaluations and any other handouts that the speakers may have to attendees.
· Please be prepared to start the session ON TIME regardless of how many attendees are in the room at that time. We are on a very tight schedule with this conference and even the slightest delay could significantly impact timing overall.
Introduction
· You should have the biographical information on each speaker with you.  

· Please ask all attendees to complete the evaluations before leaving the session.

Please close your session on time
· Allow a couple of minutes to thank your speaker(s) and remind participants to complete the evaluation sheets and return them to you (you can designate a place in the room to leave them).

Thank you for your help in making the Color of Money a Success!
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