SOUTHERN BUSINESS EDUCATION ASSOCIATION
SBEA: Where History Lives and the Future Begins

2010 Interest Session Coordinator Guidelines

1. Your speaker(s) biographical information is enclosed (if provided). If a brief biography was not provided, allow the presenter to self-introduce. Most vendors will introduce themselves.

2. Should a presenter not show up for their presentation, please notify Lisa Hotsenpiller as soon as possible.

3. Please meet your interest session speaker outside the assigned room approximately 15 minutes before the interest session is scheduled to begin.

4. Confirm the interest session time and length (60 minutes) with your speaker. Make sure the speaker understands how much time is allotted and if necessary, break in to assure that the speaker does not go over their time. Offer to help the speaker keep track of time during their interest session.

5. Check in advance to make certain that all facilities are properly set up for the interest session. A table, screen, and extension cord will be provided. Presenters have been notified to bring their own laptop and projector. Equipment should not be left unattended at any time, either before or after the interest session.

6. Preside during the interest session. BEGIN THE MEETING ON TIME regardless of how many people are in attendance. Shut the door when the room is full.
7. Briefly introduce yourself. Provide a one-minute speaker introduction, using the speaker’s biographical information or simply introduce the topic and speaker and allow self-introduction. Build up the speaker’s presentation by relating it to business education. An interest session description is in the program.

8. If appropriate to the topic and the speaker approves, allow time for questions and answers. Set the tone for this, involve as many people as possible and keep to the topic. Ask persons commenting from the floor to identify themselves by name, school, city, and state.

9. Present the SBEA gift to the speaker(s) at the close of the interest session and thank them for sharing their expertise with us. (Presenter gift should be in your interest session coordinator packet.  If not, please pick up the gift at the registration desk prior to your interest session.)
10. Complete the enclosed Interest Session Coordinator Report Form and submit it at the registration desk in the receptacle provided.

Thank you for your assistance!

Sherry Roberts, SBEA President

Lisa Hotsenpiller, SBEA President-Elect

Debbie Castles and Julie McCraw, SBEA Local Convention Co-Chairs
