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 AGM FACILITATORS CHECKLIST 
 
 
Complete Session Description form for session and send to 
Program Chair before or by the deadline set. 
 
Send edited text to each session participant for verification or 
correction.  Transmit all changes immediately to the Vice 
President/Program Chair. 
 
Request each speaker to send a brief resume (or a few sentences 
of introduction) to the session chair. 
 
Non-SCA member speakers will receive a special registration 
packet with a cover letter, or other notation, reminding them 
that registration is complimentary. 
 
Send reminders to session chairs and speakers, specifying: 
 

Place of meeting 
 

Date and time of presentation 
 

Audio-visual equipment requested 
 

[Non-member speakers:  Checking at the registration desk 
for their name badge and conference packet] 

 
Arrive early for the session and check: 
 

room arrangement 
 

equipment 
 

water and glasses 
 

lighting and temperature 
 
Introduce yourself to all the speakers so they are aware of your 
presence as the facilitator.  
 
Position yourself where you can be mobile and meet speakers' 
needs. 
 
Make sure that the session both begins and ends on time. 
 
Write an evaluation of the session and send it to the Vice 
President/Program Chair. 
 
Send personalized thank you letters to each session participant. 
 SCA stationery will be available for this. 
 



The SCA Newsletter editor would much appreciate a summary of 
your session for the newsletter immediately following the 
meeting. 
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