11th Annual New Partners for Smart Growth Conference
February 2-4, 2012 — San Diego, CA
SPEAKER GUIDELINES AND INFORMATION
All session organizers will provide the Local Government Commission (LGC) with a roster of confirmed speakers for their session, including all contact information for each panelist. 

The LGC will send each speaker and moderator an official confirmation email that indicates the date(s), time(s), and session name(s) that the they have been confirmed to participate in, along with an appropriate speaker/moderator registration form, media release form, and request for a brief bio.
Below are important guidelines and information regarding speaker/moderator requirements and the speaker registration process. Should any of these requirements not be met in a timely manner, the ability of the LGC to include the speaker’s information and participation in the event will be in jeopardy. Few exceptions will be granted, as the deadlines correlate with important promotional, printing, Continuing Education applications, and registration deadlines that the LGC must meet.
Quick-Reference Checklist of Items Needed from Every Speaker/Moderator
Task

· Speaker/Moderator Bios (no more than 50 words)

· Speaker/Moderator Registration & Media Release Forms


· Special Audio-visual requests made*


Speaker/Moderator Bios

Speakers and moderators are required to provide the LGC with a current 50-word biography. Bios will be posted on the conference web site and will be used in each speaker’s introduction on-site.

Speaker/Moderator Registration

All speakers and moderators MUST register for the conference using forms provided by the LGC. Speakers and Moderators cannot register using the online system.
Speakers and moderators are offered complimentary registration to the conference for the day they speak only. If they would like to attend another day of the conference, or the entire event, a significantly reduced speaker registration fee of $150 is offered to them (regularly $329 government/nonprofit or $379 private sector). If a speaker is participating in two or more sessions that fall on different days of the program, they will be offered a complimentary registration for all three days.
Based on each speaker’s level of participation, the LGC will provide them with the appropriate Speaker/Moderator Registration Form to use in registering for the conference. Speakers and moderators MUST use this form to register.

Session Moderators/Facilitators
Moderators and facilitators play a critical role in creating successful sessions. They should have the ability to be effective in this role and an understanding of the issues to be covered in the session they are participating in. For the New Partners conference program, the Conference Organizers have the expectation that session moderators/facilitators will be able to do the following:

· Make sure that all speakers understand smart growth as it relates to the session topic and can articulate the connections to smart growth – if any speakers have questions about smart growth, please direct them to the Smart Growth Network’s website: http://www.smartgrowth.org or the EPA’s Smart Growth website: http://www.epa.gov/smartgrowth 
· Briefly introduce the session and the topic, and explain the session format to participants

· Briefly introduce each speaker (brief biographies will be provided)

· Keep each speaker to their allotted presentation time (e.g., 15 minutes, 20 minutes)

· Cut speakers off if they run long, so as not to intrude on the next speaker’s presentation time, or the time designated for Q & A

· Be prepared to ask speakers pointed questions about their presentations, time permitting, at the end of the session

· Facilitate fielding questions for speakers from participants, if necessary
· Save each speaker’s presentation in the designated folder on the desktop of the laptop provided in the meeting room

· Coordinate with assigned Room Monitors and Student Volunteers that will be on-hand to provide assistance during the session
Moderators and facilitators are treated as speakers and are required to provide a 50-word biography, as well as register and provide signed media release forms.

Audio-visual Equipment Requests

The following audio-visual equipment will be standard in each breakout session or workshop meeting room during the 3-day conference:

· Laptop Computer / PowerPoint Projector (LCD)

· Screen / Podium / Wired Microphones

Speakers are required to bring their presentations on a flash drive to load onto the laptop provided by the conference organizers. Speakers CANNOT use their own laptops for their presentations – they must bring their presentations on a flash drive to use on the computer that is provided. All presentations should be PC-compatible, since the provided computers are PCs.
All speakers using PowerPoint will need to include a cover slide that includes both their name and the name of their session. They should also include their first and last name in the name of their PPT file.
*Because this event is very AV-intensive, the costs to provide even the standard equipment are one of the largest line items in the conference budget. Any speaker needing equipment NOT listed above (such as Internet access, flipcharts, slide projectors, etc.) will need to provide a specific request to Michele Warren at the LGC as soon as there is an identified need (mkwarren@lgc.org). The LGC will consider all requests carefully before deciding whether to provide the requested equipment, and advise accordingly.

Other Speaker Logistics

Handouts and Printed Materials — The LGC is committed to making a more sustainable and “green” event. In our efforts to do so, we will be reproducing only a handful of documents for distribution to participants on-site. Therefore, we will not be able to reproduce speaker handouts to give to session participants. If speakers would like to copy and bring their own handouts, they are welcome to. Speakers should plan to bring 75-100 copies of any handouts that they plan to distribute.

PowerPoint — We will be collecting all of the PowerPoint presentations given at the event, converting them to PDF files, and posting them on the conference web site. The laptops provided in each meeting room will have a desktop folder labeled with the title, date and time of the session. Speakers should save their presentation into this folder before the session starts (be sure that there is a cover slide with the speaker’s name and the name of the session on it, and that the file itself includes the speaker’s name). These resources will be posted approximately 6 weeks after the event, and we will let all speakers and participants know when they are available.
Should you have additional questions, please contact either Michele Warren (mkwarren@lgc.org) or Melissa Harper-Barton (mbarton@lgc.org).
We look forward to working with all conference speakers and moderators on finalizing their participation in the final conference program. Thank you! 

