
SECTION CHAIR – QUICK REFERENCE CARD 

��� Before the Session 

• Review the session schedule and presenta�on lengths

• Check the equipment in the room and coordinate with the 
operator.

• Meet presenters briefly and confirm �ming rules

������� During the Session 

• Open the session with a short introduc�on

• Introduce each speaker and monitor presenta�on �me

• Ensure smooth transi�ons between talks

• Moderate ques�ons and manage discussion flow

• Handle technical or �ming issues with organizers

� Closing the Session 

• Thank speakers and par�cipants

• Announce follow-up program or logis�cal notes




