Dear ATIA Speaker:


Below is some information you will find useful before, during and after your session.  If you have any questions at all, please stop by the ATIA Headquarters Office in Hibiscus.  
Prior to your session:

· Ensure that you have an electronic version of your presentation loaded onto your laptop.  


· Locate your session room in advance.  Be sure to thoroughly review the Daily Update sheets provided at the beginning of each day for session change information.


During Your Presentation:

· Announce the name of your presentation to be sure everyone is in the right session.


· Before starting, please hand out session evaluations and encourage attendees to complete them.  Make sure to state your session code for them to fill in.


· Remind attendees to complete their CEU confirmation / submission forms in order to get CEU credit.  More information can be found at the CEU tables across from Registration.


· Please leave time at the end of the 60-minute session for filling out session evaluations, as well as questions & answers.


· When an attendee asks you a question, be sure to repeat it so that all attendees hear it before beginning your answer.

After Your Presentation:

· Remind attendees to complete the session evaluations and re-state your session code for them.


· Collect the session evaluations and return them to the ATIA Headquarters Office in Hibiscus.
· After the conference, you will be e-mailed an online speaker survey and an overall conference evaluation.  Please complete these online evaluations as your feedback is very important to ATIA.
Should something change due to an unforeseen circumstance:
· Go to the ATIA Headquarters Office in Hibiscus immediately if you should need to change or cancel your session – session change forms will be available for you to make your request. 

· Session updates received before 1:00 p.m. the day before will be highlighted in the Daily Schedule, which will be available at the registration desk and in all the session rooms.
