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MONROE PROFESSIONAL ENGINEERS SOCIETY

A Chapter of the New York State Society of Professional Engineers


2018 Engineering Symposium in Rochester (ESR)
Session Sponsor/Moderator Activities at the Symposium 
Prior to Symposium:

1. Arrange for an assistant session moderator.  

2. Have a computer with all presentations loaded.  

3. Arrange for a projector and an extension cord.  
4. NOTE: For pre-approved talks, the session moderator is responsible for providing attendance sheets and certificates.  If a singe copy is provided to Jim Drago (Jim.Drago@Garlock.com), he will have a folder prepared with the necessary copies.
5. The sponsoring society is free to place promotional materials at the back of the room.  

At Symposium:

1. ESR committee will provide attendance sheets and certificates for each presentation approved for this symposium. 
2. Arrive at least ½ hour early to inspect the room.  

Set-up the computer and projector, 

Verify that there is a folder with: attendance sheets and certificates for each ESR program, and 

For larger rooms, verify operation of the sound system. 

3. Introduce each presenter and remind attendees of requirements (sign attendance sheet and pick-up certificate at end)    

4. Attendance sheets will be circulated during the presentation and all attendees must sign the sheet to be assured of getting PDH credit.  (DO NOT SIGN REVERSE SIDE)  

5. Do a rough count at the start to verify that there are sufficient certificates available.  If not the primary or assistant session sponsor will obtain additional copies before the end of the talk.

6. Session moderator will collect attendance sheets at the end of the session.    
7. Certificates will be distributed to attendees at the end of the session.        
Post Symposium:

1. Session moderator shall provide completed attendance sheets to Symposium PDH coordinator (Dave Roberts) at the end of the day.  

2. Symposium PDH coordinator will make a PDF copy of attendance sheets and provide a PDF electronic file and send original attendance sheets to Sponsoring organization. 

3. Sponsoring organization will be responsible for maintenance of all permanent records. 

