INSTRUCTIONS FOR SPEAKERS

1. There will be translation for all plenary sessions and you may give your presentation in either Spanish or English. (Note: there will be no translation in the breakout sessions and the working language of the breakout sessions will be English).

2. Slides for your presentation should be in English if possible.

3. As a courtesy to other speakers, each speaker should adhere strictly to the time allotted time for his/her presentation. Speakers in the opening session will have 5 minutes each for opening remarks. Speakers in the 2:45 and 4:15 sessions of Tuesday 24 August will have 15 minutes to speak, to be followed by 5 minutes of questions and answers. All other speakers will have 20 minutes to speak and 5 minutes of questions and answers.

4. Prepare your presentation in PowerPoint and bring the file with you to the meeting. You should give the file for your presentation to the IT person well before your scheduled session so that it can be loaded on the computer in the plenary room. (Note: we will collect all the presentation files and will post them on the AIACC website following the workshop).

5. Please prepare an abstract of no more than 400 words and give it to the IT person at the workshop. (Note: the abstracts will be included in the workshop report.)

INSTRUCTIONS FOR PLENARY CHAIRS
1. Session Chairs are responsible for having their sessions begin and end on schedule. Please enforce the time limits for speakers politely but strictly.

2. Just prior to the beginning of your session, remind each speaker of his/her time limit. Inform the speakers that you will give them notice of when they have 5 minutes and 1 minute left to speak and that when the time limit is up you will ask them to stop.

3. Give a very brief introduction for each speaker: name and institution is sufficient.

4. Enforce the time limits as described above.

5. Moderate questions and answers after each speaker, taking care that the discussion does not take away from the time for other speakers.

INSTRUCTIONS FOR BREAKOUT SESSION CHAIRS and REPORTERS
1. Each breakout session has a desired output that is briefly described in the workshop agenda. Please guide the discussion during your session so as to produce the desired output.

2. Each breakout session needs a reporter. Volunteers have been requested, but so far none have volunteered. Please recruit a colleague at the meeting to serve as your reporter.

3. The reporter should make a record of the main points of the discussion using a flip chart that will be provided in each breakout room. The record should not be a detailed, verbatim account of the discussion. Only the main points are needed.

4. Following the session, the Chair and Reporter should jointly produce a written report that includes the intended output of the session. The written report will be included in the workshop report.

5. The session Chair and/or Reporter should make a brief verbal report to the plenary at the end of the day. The reports should be no more than 5 minutes, after which there will be an opportunity for discussion by the plenary.

