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IMPORTANT INFORMATION FOR CHAIRS/PRESENTERS

Session Logistics

* A/V: Please remember to bring your own laptops for your presentations. (LCD projectors will be provided).
Please note that we will not be able to provide any internet connection.

* Q&A: Please allow ample time for discussion/Q&A in your session - your participants will be expecting this!

* Handouts: Please remember to bring at least 50 copies of any handouts you would like to distribute during your
presentation.

* Evaluation Forms: You will be given a Chair packet for your session containing evaluation forms that should be
completed by session participants at the end of your session. Please include one copy of your session handouts in
this packet, along with the completed evaluation forms, and note down the number of participants in the space
provided. Please turn this envelope in to the registration table as soon after your session as possible. You may also
turn in remaining handouts to the registration area for those who missed your session and we will place these where
other conference participants can pick them up. (These instructions will also be found on the label on your packet.)
The results of these forms will not be automatically sent to you but you are welcome to request those after the
conference by emailing aiea@duke.edu.

* URLs — Deadline February 8: AIEA requests that Chairs post session handouts /PowerPoint presentations to their
own websites and then send AIEA the URLSs for posting on the AIEA website. If you have not listed the URL in
your original session proposal, you can send me the URL via email. For those who prefer AIEA to post the sessions
for them, we would need the materials sent to us.

¢ Presenter Toolkit: Please make sure to review our Presenter Toolkit:
http://aieaworld.org/events/2012PresenterToolkit.htm
You are required to use the AIEA slide template for any PowerPoint presentations.

Participants List
The conference participants list is available at http://www.aieaworld.org/events/conf2012.htm. This will be updated
after registration closes on January 26.

We look forward to seeing you at the conference!



