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Focus on Pharmacology: Webinar Name

Instructions to Organizers
Fill in all portions of the forms highlighted in yellow. Some parts may not be applicable to your session. If so, please indicate so by marking “Not Applicable.” Email completed form to meetings@aspet.org. 

Panel Information
Organizer:	Insert the name and email of organizers.

Moderator:	Insert the name and email of scientist who will moderate webinar.

Staff: 	Melissa Huston / Yolan John
Speaker #1: 	Insert the name and email of speaker #1
Speaker #2: 	Insert the name and email of speaker #2
Speaker #3: 	Insert the name and email of speaker #3
Speaker #4: 	Insert the name and email of speaker #4

Protentional Dates
Please enter date ranges with the following pattern: Tuesdays/Wednesdays/Thursdays, one-hour from 12pm ET – 4pm ET. If you or the participants have any known date/time restrictions, please list below.
	Insert tentative dates here.
 



Rehearsal Date:
	Insert tentative dates here.




Marketing Information
Short Description for Website
Please write a short blurb (2-3 sentences) to describe the session in the box below. This will be used in our marketing materials. Our marketing team is asking you to consider including: 

-Is there a scientific thread that pulls it together?
-How is this session timely?
-Who will benefit from this session?
-Why should someone attend? What will someone gain from attending this session?
-What makes this session different from all the others out there?
-What will be discussed?
-How will this session be interactive?
-Who is judging (is it audience judged), why this is important to support our young scientists, etc?

Sample here: www.aspet.org/focus 

	Insert Description Here




Panel Information Details for Marketing

Chair:  Fill in chair’s full name and institution as you would like it to appear on marketing materials.

Chair:---------------------------------First Last, Ph.D.  - Institution

Speakers: Fill in speaker’s full name, institution and talk title as you would like it to appear on marketing materials.

Speaker #1:-------------------------Insert First Last, Ph.D.  – Institution and talk title of speaker #1


Speaker #2:-------------------------Insert First Last, Ph.D.  – Institution and talk title of speaker #2


Speaker #3:-------------------------Insert First Last, Ph.D.  – Institution and talk title of speaker #3


Speaker #4:-------------------------Insert First Last, Ph.D.  – Institution and talk title of speaker #4


Do you want to do polls?

Polls 
Will you be having any poll questions during your session?

Polling question(s) and multiple-choice answers (if using)
(question and multiple-choice answers)
1.
2.

When during the session should the poll(s) be launched?
(question and multiple-choice answers)
1.
2.

Do you want to have breakout rooms? 
Breakout Rooms 
Will you be having breakout-out rooms?

For each breakout room, will we need to know the topic of discussion and a facilitator.  

Breakout Room #1 (if using)
Facilitator Name: First and Last Name
Topic: Insert Topic for the break-out room if applicable.

Breakout Room #2(if using)
Facilitator Name: First and Last Name
Topic: Insert Topic for the break-out room.


Breakout Room #3(if using)
Facilitator Name: First and Last Name
Topic: Insert Topic for the break-out room.


Breakout Room #4(if using)
Facilitator Name: First and Last Name
Topic: Insert Topic for the break-out room.


Session Flow

START TIME		Staff reads housekeeping announcements (expected format, use of Q&A, upvoting,
chat, polls, code of conduct, etc.)
	Introduce moderator

@ 3 minute mark	Moderator gives background info, context for science we’re about to hear, introduces speakers 

@ _#_ minute mark	Insert speaker #1 name begins __#_ minute talk

@ _#_ minute mark	Moderator thanks speaker and begins Q&A from submitted questions (_#_ minutes)

@ _#_ minute mark	Moderator introduces Insert speaker #2 name
			Speaker begins _#_ minute talk

@ _#_ minute mark	Moderator thanks speaker and begins Q&A from submitted questions (_#_ minutes)

@ _#_ minute mark	Moderator introduces Insert speaker #3 name
			Speaker begins _#_ minute talk

@ _#_ minute mark	Moderator thanks speaker and begins Q&A from submitted questions (_#_ minutes)

@ _#_ minute mark	Moderator introduces Insert speaker #4 name
			Laura begins _#_ minute talk

@ _#_ minute mark	Moderator thanks speaker and begins Q&A from submitted questions (_#_ minutes)

@ _#_ minute mark	Moderator summarizes the significance of what we learned in the session

@ _#_ minute mark	Moderator thanks everyone for participating and turns it over to ASPET Staff
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