Workshop Moderator Meeting – ERICSA 2009

Room Monitors Responsibilities:

· Room Monitors will deliver and pick up evaluations and CLE sign in sheets

· Room Monitors will deliver the speaker gifts to your assigned rooms

· Room Monitors will deliver and distribute handouts for the workshops for your assigned rooms

· Room Monitors should count the number of participants at the beginning and end of the workshop

Moderator Responsibilities:

· Arrive at your room at least 15 minutes early – or at the agreed upon time with your panel

· Check to be sure you are in the correct room – Make sure correct information is on the sign outside the conference room
· Work with the Speakers and check the AV equipment to ensure that it is working properly 

· Remind speakers to leave time for discussion – Watch time carefully, the workshops are shorter this year (1 hour 15 minutes)
· Introduce the speakers and participate in the workshop as you and the speakers have planned.

Announcements to Make:

Everyday:

· Welcome and announce the name of workshop (to be sure they are in right place)

· Please turn off all cell phones and/or pagers or set them to vibrate during this workshop.

· If there are any attorney’s in the room, please remember to sign the CLE credit sign up sheet.

· Prizes!  Each attendee, who stays during the entire workshop and completes the workshop evaluation, will be given a ticket at the end of the session by the room monitor.  Please hand in all your workshop evaluation to the room monitor to get your ticket for the Promotion of workshops drawings.  The more workshops you attend the more chances you have to win prized during the Morning breaks on Tuesday and Wednesday.  You must be present to win.

· During your breaks, do not forget to visit the sponsors area.  Also make sure you have all the sponsors punch your sponsor card and turn it into the ERICSA booth to be entered into the afternoon drawings for the sponsors.

· Lastly, we want to remind you that ERICSA will not be sending out a CD with the conference materials this year.  We will be posting all the handouts and conference materials on our website.  Our website is a valuable resource to you for this information as well as may other topic.  Please visit our website.  See page 8 of your notebook.  We will also be demo-ing the ERICSA website in our new Computer Lab on Tuesday from 1:00- 4:00 – please stop by.

Monday Only:

· Please remember that ERICSA is offering Interstate Networking Brown Bag lunch sessions during the lunch break, with the ability to purchase box lunches from the hotel for $12.00.  The choices will be Ham & Cheese Sandwich, Turkey & Cheese Sandwich and Vegetable Wrap.  If you plan to attend Tuesday and Wednesday’s sessions don’t forget to pick up your tickets at registration before the start of the last workshop on Monday.

· If you plan to attend the banquet on Wednesday night or if you plan to bring a friend, please exchange your banquet coupon for your banquet ticket or purchase a ticket for your friend at registration by the beginning of the last session Monday.  ERICSA must turn in a final of attendees to the hotel. 

· Don’t for get to participate in the Walk Run from 6:00 to 7:00 p.m. Tuesday morning.  You will be given a water bottle and a T-shirt.

Monday and Tuesday Only:

· ERICSA is providing attendees with a shuttle service that will be making continual loops between Barefoot Landing, Broadway at the Beach and the Tangier Outlet Malls on Monday and Tuesday evenings.  The buses will be dropping off and picking up at ½ hour intervals from 5:00 p.m. to 11:00 p.m.  The last pick up time will be 10:30 p.m.  There is a bussing schedule in your registration packet providing you with the drop off and pick up times.   

· Aquarium tickets will be on sale Monday and Tuesday until around noon at $15.00 per ticket.  Anyone who still wants to attend after that time can purchase the tickets at the aquarium door.  Please plan to join us in the Tuesday night event.  The busses will be leaving the hotel to take the first group to the aquarium at 5:00 p.m. and the will return to pick up the remaining attendees.  After all attendees have been bussed to the aquarium, the busses will then start their continuing loops with the last pick up time of 10:30 p.m.
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