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Session Chair Guidelines 
Below are general guidelines and a script for successful interaction with IMAC-XXXIX Conference 
participants. 
 
1. Log on to the meeting at least 15 minutes prior to the scheduled start time. 
2. Each presenter will be responsible for presenting their own summary slides.  If they cannot, or 

there are technical difficulties, the SEM staff member in your session will be prepared to share the 
summary slides. 

3. Call on authors to present their summary slides (hold them to the 2-3 minutes allotted). 
4. Sessions are scheduled for 1 hour.  Each participant will have 2-3 minutes to summarize their work 

and 5-7 minutes to answer any questions— 
if there is healthy discussion during a presentation, at your discretion and time permitting, 
additional discussion may continue after all presentations have been given their 10 minutes. 

5. If a presenter does not show, please notify Jen at SEM (jen@sem.org). 
 
Call upon attendees who have raised their hands electronically to ask their questions. 
There are scheduled practice times when SEM staff will be available within Zoom rooms.  You are free 
to log in during any of these practice times to check your connection, get an understanding of the 
Zoom meeting room, and ask any questions of the staff member. 
 
Use the following script to welcome all participants at the meeting start time 
(If there is a co-chair, introduce them as well, or have them introduce themselves): 

a. Welcome to session ____ , I’m ____ from ____.  
b. Please mute your microphone and be mindful of background noise when speaking. 
c. Enable your video. 
d. This session is scheduled for one hour. 

Each presenter will have approximately 2-3 minutes for the summary slide presentations and 
5-7 minutes for the question-and-answer period. We will call on you by name and 
presentation title to start. 

e. Please hold all questions for the presenter until the end of their summary and select 
the ‘Raise Hand’ option inside the Participants panel from the right-hand side of your screen. 

    
 

f. Thank you for your participation at IMAC 
g. Let’s start with ____. 

 
 


