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Moderator Script

Title
Date
Time
Plan to log in and dial in for the web seminar 30 minutes prior to the start time.


MODERATOR/SPEAKER LOGIN INSTRUCTIONS

(Speaker Names)

1. DIAL 1-XXX-XXX-XXXX and enter passcode XXXXXX#.  You will automatically be placed in a private pre-conference with other speakers/leaders (and offline from participants) until the event begins.
2. Direct your web browser to the following URL (or copy and paste the URL into your web browser): http://www.myeventpartner.com/XXXXXXX                                                                                                       
3. Type in your full name and email address when prompted.  Then click on “Click here to enter the presentation.”

SPEAKER NOTES

· Make sure you have a hardcopy printout of these script notes and your presentation.

· Speak clearly & with good volume into your headset.

· Stay on line for post-event subconference.

· Have a glass of room-temperature water handy.

· Silence all phones in your office.  Have your cell phone on the vibrate setting and keep it close as a back-up.

· Always place yourself on mute when you are not speaking, then un-mute to speak – every noise comes through!

START OF PROGRAM
[Nancy]
Move all speaker lines into the main conference and begin to speak……

Welcome everyone. This XXXXXXXX webinar is about to begin. If you have any technical questions or problems, please send a message in the chat box.  Now you will hear me hit three buttons.
Press *22 on your phone to start the audio recording. A recorded voice saying “this meeting is being recorded” will play. 
 In Event Partner click the Presentation link at the top of the screen and find the “Record” feature.  Click “record.

[Nancy]











SLIDE XX
XXXXXX is pleased to sponsor today’s session entitled “XXXXXXX.”  We are very pleased to welcome you to this program.

My name is XXXXXXX. Please note that today’s workshop is being recorded and all participant lines will be muted during this broadcast. If need assistance, please send a message in the chat box.

Today’s session will last XX minutes.  Your participation is key to the success of this session, so please; don’t be afraid to submit your questions. You can submit questions any time during the session by using the “text chat” box on the bottom of your screen.  Simply type your question in the box and click the “Send” button located next to the box.  It’s that easy.

At any time, you may also opt to enlarge your view of the slides by clicking on the FULL SCREEN button in the upper right corner of the slide.  Again, that’s the FULL SCREEN button located in the upper right corner of the slide image.

And, now it is my pleasure to introduce today’s speaker XXXXXXX                            SLIDE # X
Speaker Bio
[Speaker Name], welcome to the program.  Let’s get started.
Q&A BREAK  – Slide #XX
[Nancy] 
It is now time for the Q&A portion of the program.  To ask a question, simply type your question in the “text chat” box located on the bottom of your screen and click the “Send” button located next to the box.  It’s that easy.

END OF PROGRAM

[Nancy]                                                                                                                                  SLIDE #XX
We must conclude today’s session entitled “XXXXXXXX.” Join us on XXXXXXX for our next session entitled “XXXXXXX.”
A special thank you to our speaker XXXXXXX.  If you have any additional questions or comments, you may submit them using the chat box before logging off or send an e-mail to XXXXXX@XXXX.com.
Thank you for participation!



                                                         SLIDE #XX
Today’s program is copyrighted by the XXXXXXXX with all rights reserved. 

This concludes the program. Thank You!  You may now disconnect by clicking the “x” in the upper right hand corner of your web browser.
# end #
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