Moderator's Role Overview

Dear [Moderator's Name],

We are pleased to have you on board as the moderator for the upcoming event, [Event Name],
scheduled for [Event Date]. Below is an overview of your role and responsibilities:

Responsibilities:

o Prepare and familiarize yourself with the event agenda.

« Engage with speakers and participants before the event to discuss topics and
expectations.

« Welcome attendees and introduce the event and speakers.

« Facilitate discussions and maintain the flow of the event.

« Manage audience questions and interactions effectively.

o Ensure that all time slots are honored and that the event stays on schedule.

e Wrap up the event with closing remarks and key takeaways.

We appreciate your commitment to making this event a success. Please let us know if you have
any questions or need further information.

Best Regards,

[Your Name]

[Your Position]
[Organization Name]
[Contact Information]



