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INDUSTRY PANELS 

At IEEE GLOBECOM 2014, panel sessions will take place in large meeting salon rooms accommodating up to 200 
audience members. Industry panel sessions are 105-minute moderated panel discussions on a specific topic of 
interest which are scheduled between Tuesday-Thursday of the conference (Dec. 9-11, 2014).The panels will be held 
on a stage with the following equipment available: 

(a) LCD projector and projection screen 
(b) power and extension cords 
(c) podium and microphones 
(d) water, glasses.  
(e) table, 6 chairs 

 

Suggestions for a good panel session: 

1. Define a scope for the session so that the objectives for the session are clear and the session can be 
focused on meaningful information dissemination or exchange. 

2. Prepare a schedule for the session that will allow for sufficient discussion involving the audience. 
3. Discuss and get agreement from each participant in the session on the subject to be covered in the 

presentation by the speaker(s). 
4. Obtain any presentation material from each of the panel session presenters well enough in advance to 

allow review. 
5. Circulate the panel presentation material among the session participants so that all authors can learn 

what is in the other session participants’ presentations.  
6. Obtain biographies from each of the session participants so that they can be properly introduced. 
7. Solicit discussion from the audience in advance of the meeting from knowledgeable individuals who will 

attend the meeting. You should also be prepared with questions of your own in case the discussion is 
slow in getting started. 

8. Verify the pronunciation of names and biographical information of speakers for use in the introductions. 
9. At the start of the session, introduce yourself and give a brief synopsis of the session. 
10. Panelist presentations do not have to be of equal length. In general, however, it has been found 

satisfactory to allot 5-10 minutes for introduction of the panel and panelists, 10 to 15 minutes for each 
panelist presentation, with at least 45 minutes for moderated discussion and audience interaction.  

11. Warn the speaker before time expires. Tell the speakers in advance what technique you will use to alert 
them. 

12. It is very important to solicit participation from the audience in panel sessions and to allow sufficient time 
for questions and answers. At your choice, you may allow for questions immediately following a 
presentation, or keep all discussions until after all of the presentations. State at the start of the session 
how questions will be handled. You should also: 

13. Be prepared with your own questions if required to get the audience questions started. 
14. Fairly allocate time so that all aspects of the session will be open for questions and comments from the 

audience. 
15. Provide a summary of the main points addressed in the sessions, lessons learned, etc. at the end of the 

session. 

Adapted from: http://www.ieee-pes.org/technical-session-guide-for-the-session-chair   


