Dear Session Chairs/Presenters, 

Thank you again for your involvement in the upcoming AIEA conference.  With over 100 sessions (the most ever at an AIEA conference), this promises to be a very exciting AIEA conference. 
The following message contains very important information for you and your presenters  - PLEASE READ THIS MESSAGE CAREFULLY IN ITS ENTIRETY.  We will also be posting a copy of this on the website at http://aieaworld.org/events/2011PresentersToolkit.htm for your future reference. Please share with your presenters this full message, which contains the following important information:

*Conference Schedule (please verify details)
*Session Logistics
* URL request - due Feb 8
* Registration details - deadline is Wed Jan 26 - please make sure you've registered!
* Participant List link
* Presenters' toolbox information (including ppt template that needs to be used)  

IMPORTANT:

Conference Schedule and presenters' information
The schedule of the 2011 AIEA Conference  is 
now available on the AIEA website. 
Please visit http://www.aieaworld.org/events/2011-conf-schedule.htm

Please verify now all the details including your session schedule and the presenters' information of your sessions and inform me immediately of any discrepancies. Do share this information with your presenters. 

Session Logistics:
· Presentation Template 
We have created the template for your powerpoint presentation. Please see attached. We encourage all the presenters to use the same.
· AV 
 Please remember to bring your own laptops for the presentation. (LCD projectors will be provided).  Please note that we will not be able to provide any internet connection.
·  Q and A 
Remember to allow ample time for discussion/question & answer in your session (at least half your session time) - your participants will be expecting this! 
· Handouts 
Please remember to bring at least 50 copies of handouts that you would like to distribute for your presentation. 
· Evaluation Forms: 
You will be given a chair packet for your session containing evaluation forms which should be completed by the 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 before turning it in to the registration area. 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:
AIEA requests that the chairs post the session handouts to their own website and then send AIEA the URL so that it can be linked to 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. Regardless, we need the URL or the electronic copies sent to us as soon as possible and by no later than Feb 8 (extended deadline). 

Conference Registration:
This is a reminder that AIEA Conference regular registration will close on January 26 and you can contact the conference registrar as soon as possible at aiea@metroconnections.com to register in advance of the conference, if you and your presenters have not already done so.  Please remember that you and your presenters must register in order to participate in any other part of the AIEA conference, including other sessions, the exhibit hall, meals and receptions. One-day registration is possible.  Please note that only current 2011 AIEA members are now able to register at member rates which saves $100+ (and non-members will be billed the difference when using the member registration link) - Members have been emailed the member link. The non-member registration link can be found on the AIEA website at www.aieaworld.org . Registration questions can be directed to the Registration Hotline at 1-800-351-0232 or by calling 1-952-767-1299. Registration questions can also be emailed to aiea@metroconnections.com 

(Note: One-day registrations are also available for presenters who will only be there for the day.  If a presenter is coming only for your session and will absolutely not be participating in any other part of the conference, then that presenter does not need to register. However, in this case, there will be no name tag, no conference materials and the presenter will not be allowed to attend any other sessions or activities of the conference.) 

Participants List
Participant List can be found under Registration. It will be updated after registration closes on Jan 26. http://www.aieaworld.org/events/2011-conf-registration.htm

Presenters' Toolkit
We have created a special feature on our website called Presenters' Toolkit.  In particular, please note again that there is an AIEA slide template that we request you use for any powerpoint presentations.  This template is available in the online toolkit.  

Click here to visit the Presenters’ Toolkit webpage.  

Please share this information with your presenters. 

Do not hesitate to contact me if you have any questions. Email is the best way to reach me (rohini.thakkar@duke.edu). 
We are looking forward to seeing you soon in San Francisco! 

With best regards,
Rohini Thakkar, 2011 AIEA Conference Coordinator
