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Data Synthesis, Integration, and Innovation

Moderators play a crucial role in the success of the conference. As the point person in charge of managing a session, we rely
on your professional expertise as well as your ability to introduce speakers, facilitate discussion and keep the session on time.

MARK YOUR CALENDAR: To ensure sessions run as smoothly as possible, we will conduct two Moderator Briefings.
Tuesday, April 11: 11:00am-11:30am by Zoom (We will send a calendar invite by email; block your calendar now please.)

Monday, April 17: 4:00pm-4:30pm in the Ibis Room (7he welcome social starts at 5pm so plan to stay for the festivities!

During these briefings, we will provide an overview of the meeting set-up and review equipment to be used (i.e., microphones,
remote controls, timing method, etc.). We will also review some potential pitfalls that often show up later when attendees are
listening to recorded sessions. There are 45 moderators, so please make every effort to attend at least one briefing, even if
you have moderated before. /f you are unable to attena, it is very difficult for us to provide one-on-one briefings at the
conference, but you can watch how other moderators perform during sessions and learn what and what not to do, from them.

Instructions for Moderating a Session: (To avoid surprises and gaffes, please don’t dismiss these requirements.)

e As the GEER dates near, we will email you a message about final details for you to send your speakers as a reminder.

e A few hours before your session, check-in with staff at the Audio Visual (AV) Download Station next to registration and
confirm all your speakers have arrived and turned in their PowerPoint (PPT) files. Don’t forget to do this!

e Arrive in the session room at least 7 minutes prior; introduce yourself to the AV Tech to confirm they are ready to go.

e Aseatis reserved for you in the front row so you are close to the podium. Locate all speakers at the front of the room to
confirm they are present. Remind how you plan to alert them when time is up. (See Speaker Timing below).

e Speakers have been instructed to turn in their PowerPoint files at the AV Download station 24-hours prior to their talk.
Tuesday speakers should email the file to: Jessica Bailey at j.bailey@ufl.edu by 2pm Monday, April 17.

e PPTs will be pre-loaded onto laptops in each meeting room. NEW SET-UP THIS YEAR: The laptop will be at the podium,
and the AV Tech will open each PPT while you introduce the speaker. The Tech will also monitor sound and recording.

e A volunteer Moderator Assistant will sit in the front row with you and help speakers with the lapel mic while you introduce
them. This speeds up the transition between speakers and helps keep the session on time.

e Sessions begin with a five-minute introduction period which serves as a buffer for attendee arrival and announcements.
Introductions should not promote organizations or projects. You may also use this time to share the session objective,
but do not have the first speaker begin early.

e We suggest reviewing speaker abstracts in advance. Abstracts will be emailed to you as a PDF no later than two weeks
prior to the conference.

e Speaker Timing: Each speaker has 15 minutes. Use your phone to keep time. They must start and stop at the published
time so attendees can rely on the printed agenda. We provide cue cards you will use to alert them when they have 3
minutes and 1 minute left so they can begin wrapping up. The STOP card means time’s up. We have five sessions
running concurrently and attendees move between rooms, so speakers need to start and stop on time. A 10-minute
Q&A period is at the end of each session. We suggest preparing questions in advance to stimulate discussion.

e |f a speaker No Shows, do not ask the next speaker to begin. Speakers must present at the times published in the
program agenaa. Either send folks to other sessions or conduct impromptu discussion during any vacant time slots.

e Announcements: At the beginning and end of each session, please make these announcements to communicate updates
to attendees. https://conference.ifas.ufl.edu/geer/documents/GEER-2023-Moderator-Announcements.pdf

Questions? Email: bmt@ufl.edu | Web Site: conference.ifas.ufl.edu/GEER
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