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MONROE PROFESSIONAL ENGINEERS SOCIETY

A Chapter of the New York State Society of Professional Engineers


2018 Engineering Symposium Rochester

Session Sponsor Instructions

Programs to be approved by MPES

1) At the earliest date: provide the author–presenters with the documents that they require (“Author-PresenterInstructions-rev2.doc” and “Program Submittal-NYSSPE-2018.doc”).   

a) Please emphasize the complete submission due date- February 27, 2018.  
b) Every talk must have imbedded within the slides 4 or more audience participation questions.  New York State requires an evaluation of the learning process.  We believe that this is the most practical manner to document and achieve this requirement.  
c) Primary Target Audience – Engineers of what type, level, etc. Also consider Architects.
2) Each presenter must submit: 

a) A completed Submittal Form,

b) A Resume, 

c) A Timed–Outline, and 

d) A Complete Presentation with imbedded assessment of learning (see #4).  

3) The resume(s) of the presenter(s) must demonstrate that the presenter has suitable knowledge and experience to present the program materials.  
4) A complete copy of the program/presentation in PDF format is required.  NOTE: Every program must contain an assessment of learning.  The preferred method is to include 4 to 5 imbedded questions followed by an answer.  If the program has animation files add several screens to you  PDF version to capture the breadth of the animation.      
5) An annotated/timed outline in PDF format – this must match the program and be keyed to slides/presentation.  Outline must show brief summary of presentation/contact times for key areas of presentation

6) The Session Sponsor shall verify that all documents are converted to *.pdf format 
7) Titles for submittals- There will be 30 or more presentations at the conference.  Each presentation has 4 elements: Submittal (by the Session Sponsor), Biography, Presentation and Timed-Outline.  To be able to review and submit the documents it is important that the Session Sponsors use a consistent title format.
a) LastName Submittal.pdf
b) LastName Bio.pdf
c) LastName Timed-Outline.pdf
d) LastName Presentation.pdf    
8) The documents will be forwarded to the Technical Program Coordinator and the Reviewer assigned for the specific session.           
9) Evaluation:  The reviewer will communicate with the presenter if revisions are required.  The reviewer will create the final document, Titled: LastName Review.pdf.          
a) 2018 PIE Evaluators will be assigned to review the course materials (Note this should done within sponsoring group so that each Program Coordinator knows who will be reviewing that sessions documents).
b) Please submit all materials to reviewers by February 27, 2018 to allow for review and advertising. (No pre-approved PDH means low attendance at the session.) 
c) The Evaluators will contact you directly if additional materials are necessary. 
d) Evaluators will prepare Program Evaluation Form
Programs Approved by Other Organizations

Prior to Symposium:

1. The Session Sponsor shall obtain a copy of the presentation.  
2. The presentation should be viewed by the Reviewer assigned for the specific session.  The reviewer should recommend whether the presentation should be included in our program.  
3. Presenter or sponsoring organization shall provide the name and contact information for the sponsoring organization to the Session Sponsor.  

4. Information must be provided that demonstrates that program approval is still current.

5. Certificate for attendees – must be complete with program name, event date, sponsor name, and sponsor course number.  One original shall be submitted to allow reproduction.

6. Attendance Sheet – must contain sponsor’s logo, presentation title, sponsor’s course number, and date and location of presentation.  One original shall be submitted to allow for reproduction. 

At Symposium:

1. Symposium committee will provide attendance sheets and certificates.  

2. Attendance sheets will be circulated during the presentation so that all attendees must sign the sheet.  

3. Session moderator will collect attendance sheets at the end of the session.

4. Certificates will be distributed to attendees at the end of the session.

5. Session moderator shall provide completed attendance sheets to Symposium PDH coordinator at the end of the day.  

Post Symposium:

1. Symposium PDH coordinator will make a PDF copy of attendance sheets and provide a PDF electronic file and original attendance sheets to Sponsoring organization. 

2. Sponsoring organization will be responsible for maintenance of all permanent records. 







