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Deadlines
In order to execute a conference of this scope and size, your compliance with the deadlines below is most appreciated. 

	Due Date
	Action Due
	Details

	Friday February 27, 2009 
	Signed Contract 
	Sign and return via fax 972.855.2082 or email to Tracy Fuller at tfuller@mpiweb.org 

	Friday May 1, 2009
	Book/Media Sales Form
	See form on web site:  http://www.mpiweb.org/cms/mpiweb/pec2009/SpeakerInfo.aspx

	Friday May 8, 2009
	AV Form 
	See form on web site:  http://www.mpiweb.org/cms/mpiweb/pec2009/SpeakerInfo.aspx

	Friday May 1, 2009
	Housing Request Form 
	See form on web site:  To Be Announced on the Website

	To Be Determined
	Completed Presentation Handout(s) 
	To be determined



	Handouts are not required but are recommended when appropriate and applicable to the content being delivered.

	Friday June 5, 2009
	Content Presenter Book/Media Materials 
	Send to MPI Dallas Headquarters to the attention of Shawn Cox, MeetDifferent Book Store

	To Be Determined
	Session PowerPoint(s) 
	Conference PowerPoint template must be utilized.  Template is located online at website to be determined.  Upload presentations at website to be determined.

	Questions may be directed to
Tracy Fuller

tfuller@mpiweb.org
Phone: 972.702.3082


Working closely with you is a high priority for us. If you have any questions or need assistance with your presentation or interactive activities to use in your session to facilitate learning, please contact us. 
Policies And Expectations

Handout Material Policies 
· Any Content Presenter choosing to provide a handout must upload an electronic version of their handout(s) to the web site. 
· All handout materials must be approved by MPI.

· Handouts will be available for download online before and after the conference (for registered attendees only).  Therefore it is essential that your handout is submitted by the deadline specified.  MPI does not provide copies of handouts for attendees onsite at the conference. 
· Handouts not uploaded to MPI by the deadline must be copied and shipped at the Content Presenter's own expense – after first being approved by MPI – to the Content Presenter’s hotel – not MPI.  Quantities needed are determined by session room maximums.  This information will be provided to the Content Presenter approximately 3 weeks from the conference date.   Please note that pre-approval is required even if you are bringing your own handout copies.

Note: Handouts will not be copied or paid-for by MPI after the deadline date or on-site at the conference. 
Handout Format 

· electronic versions in PowerPoint, Microsoft Word, or .PDF will be accepted
· do not use company letterhead nor company name, logo, etc
· utilize "easy-to-read" fonts and “white space” so that your handout is reader-friendly and provides room for note taking.
PowerPoint
A specially-designed slide template will be available for download on the web site for use as part of your visual presentation. You are required to incorporate this template as the first and last slide of your PowerPoint presentation.  This template should be reflected in your handout if you are using your PowerPoint presentation in notes view as your handout.  

Shipping Session Materials

All materials provided to session participants must be approved by MPI’s Knowledge Department.  If you are providing the handouts or other materials to your attendees (such as books or articles), you must ship them directly to your hotel in advance. You must send them to your attention at your hotel.  The event site will not accept any packages – even if addressed to MPI’s Knowledge Department.  Following the event, please make your own arrangements for returning any books or other materials back to you.  Any books sold in the onsite MPI Store will be shipped back to you following the conference, at your own expense.
Utilizing E-tools

Wikis

Wikis are a tool that MPI sets up for each session to allow Content Presenters the opportunity to reach out to attendees prior to the event.  Content Presenters may post questions to potential attendees to tailor the content of the session and attendees may post responses and/or questions back to the Content Presenter.  The conversation may continue on a wiki following the conclusion of the session and/or event.
Message Boards

Message boards are available on the MPI web site for Content Presenters and all visitors to the MPI web site to post questions to the general membership or responses to any current posts.  This is a two-way communication tool.

Blogs

Blogs are available to all MPI members to be used as a one-way communication tool for commentary, essays, stories, photos, etc.  Others can respond to blog postings.

Other 

MPI may elect to use other electronic tools such as social networking tools.  In the event other tools are selected, MPI would expect them to be used by the Content Presenters as appropriate.

Non-Commercial Nature of Sessions

Content Presenters and facilitators must not refer to brand names (positive or negative) nor give specific product endorsements in their presentations.
NOTE:  Under no circumstances is this platform to be used as a place for direct promotion of a Content Presenter’s product, service or monetary self-interest.  However, MPI does allow one exception - Content Presenters are allowed to place a moderate offering of marketing material at the back of the room and mention his/her company at the end of the presentation.  (See your Content Presenter Contract for further information.) 
Developing the Workshop Content

We ask that you actively involve your attendees in your session. 

A simple question-answer format is not sufficient to “involve your attendees”.  Highly interactive methods encourage learning, build learners’ confidence and enhance the transfer of learning to the workplace.  The success of your session will depend on the degree to which you involve your session attendees as well as the quality of the content you provide.

Involving your learners can be done with activities such as peer discussion, small group activities, case studies, role-plays, games or other engaging techniques.  Q&A is vital, but so is vibrant discussion and even debate throughout the entire session.   

Room Set Up and Audio VISUAL INFORMATION
Room Set-up

Note:  Set-up the night before your session will NOT be possible due to multiple uses of the session rooms.

In order to maximize room capacity, all rooms will be set accordingly.  If you require a specific set-up, please indicate that on your Room Set-Up & Audio Visual Form. We will do our best to honor your request but it may not be possible given the number of attendees we need to accommodate.  
A copy of the confirmed room set (Event Order) scheduled for your session(s) will be emailed to you approximately 2-3 weeks prior to the event.  Each session room will have all the equipment pre-set for all sessions scheduled that day.  Although you may not require all of the equipment listed on the Event Order, another Content Presenter also scheduled to be in the same room may be using it.
Please notify us immediately if there is an error in your Event Order.  Onsite requests cannot always be accommodated.

Determining Room Maximums

Several factors influence the number of attendees at your session or forum.  Some session Content Presenters ask that their sessions be limited to a certain number of attendees due to activities and/or resources. If you are requesting limited attendance, you must note this request on your Room Set-Up & Audio Visual Form.
IMPORTANT!  Session rooms will be set for the maximum number as determined by MPI and the following policy applies:

· Everyone in the session must have a seat 

· No additional chairs can be brought in

· No attendees are permitted to stand in the back of the room.

In some sessions, seats may appear available, however the Content Presenter or MPI may have set the quantity for another session, and/or attendance in a current session is limited.

The requested participant limits are modified only if necessary. You will be contacted by the MPI Knowledge staff should a change be necessary.  The actual rooms designated are assigned approximately two months prior to the event – and may be larger, with more tables/chairs than you expected due to other uses that day.

In order to make the final decision, the Knowledge staff looks at past attendance records, compares sessions with similar topics, considers the general needs of the whole and then determines what is in the best interest of our attendees.
Session Content Archiving 

Your session(s) may be selected for Content Archiving.  The content will be made available to attendees via the MPI web site.   Please note the Content Archiving option in your Content Presenter Contract.  If you agree and are selected, you will be contacted with further details.
ONSITE CONFERENCE INFORMATION

Session Attendance

Ticketless Sessions

MPI has determined it is in the best interest of attendees to allow a first-come-first-served policy for the majority of sessions.  This means the attendees have not registered in advance, and do not have tickets for any one session.  (The only exceptions might be sessions like an Executive Track or a pre-conference program where an application or fees or other restrictions are necessary.)

Education Assistants 

MPI assigns one or more helpers to your session that we call “Education Assistants” or “EA’s”.  These individuals are either volunteers or conference-contracted staff.  Their role is to monitor your session room, room attendance, conduct attendee counts. They can also get help for you in the event your AV fails, or you need some MPI staff emergency assistance.  If you have any questions or concerns at any time during your session, please speak to the Education Assistant and he/she will find an MPI Knowledge staff member in charge of your session.  

Evaluations  

Attendees will be asked to evaluate sessions on the basis of the Content Presenter’s performance, session content, and learner outcomes.  Please remind attendees to complete their evaluation at the end of the session.  You will receive the results of your evaluations approximately 4-6 weeks following the conference.


Content Presenter Promotion 
What Does MPI Provide You?

· Advance promotion about the conference in a pre-conference guide

· Web Site Exposure: Your name, biography, session description, and session take-aways (learning outcomes) on MPI’s web site (www.mpiweb.org)
· Final Program: your session(s) is listed in a final program distributed on-site

· Full conference registration allowing you the ability to network with attendees (excluding panelists)
Books or Printed Materials 

Sales of books/materials are only permitted through the onsite MPI Store during conference.  
Please note that MPI DOES NOT purchase the books that will be sold during conference.  Books that are submitted for sale must be provided by the Content Presenter.   MPI will display books for sale and return any unsold books along with a check for the profits of the book sales minus a 35% sales commission.

If you are interested, please read, complete and return the Content Presenter Book/Media Sales Form by the deadline indicated. 

MPI FACTS
MPI 

Meeting Professionals International (MPI), the meetings and events industry’s largest and most vibrant

global community, is committed to delivering success for its nearly 23,000 worldwide members by

providing innovative knowledge and learning experiences, connecting people and ideas, and creating rich marketplace opportunities. Founded in 1972, the Dallas-based organization delivers global human

connections through its 68 chapters and clubs around the world. For more information, visit

www.mpiweb.org.
MPI Vision 

Build a rich global meetings and events industry community.
MPI Mission 

Make our members successful by building human connections to knowledge/ideas, relationships and

marketplaces.
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