
NRG Oncology Summer 2020 Virtual Meeting 
SESSION CHECK LIST 

1. Have the meeting roles been assigned? 
               Session Chair (Committee Chair or designate, moderates) 
               Chat Moderators 
               Ops Meeting Champions (Ops Liaison, Zoom Host, Secondary Host)  

2. Is the session agenda developed? 
Make sure to forward to CME if needed by, otherwise ensure your Ops Liaison has the agenda 
to work with.  
HINT: Leave a bit of time in the beginning for housekeeping. Also, we will be offering the 
opportunity to provide feedback for each session and posting a link to a survey toward the end 
of the session as well.  

3. Have presenters been invited and provided  
          Instructions to provide a headshot and short bio? 
          NRG PowerPoint template

Deadline to provide final slides and to whom they submit  
          Asked to register for the NRG Meeting 
          Confirmed they have adequate audio and visual tools to effectively present  
          Provided the Presenter hints and tips  

4. Please ensure a list of presenters and their email provided to NRG via your Ops Liaison.  

5. Session Chair has provided a headshot, short bio, and any social media links (twitter 
handle, linkedin etc for the session landing page. 

6. Confirmed use of tools during the meeting such as polls? 
Hints: Polls need to be built in advance of the session, and as part of a rehearsal should agree on 
when they will be used, how long they will be left up and open, and whether or not the Zoom 
Host should show the poll results. These are great for audience engagement, but planning is 
key!

7. Meeting materials to be available on the session landing page 
What materials will be available to meeting attendees? These need to be provided no later than 
July 10 to be included on the session landing page.  

8. Update the housekeeping slide deck to reflect session specific information and any session-
specific meeting norms.   Provided to Zoom Host.   

9. Session is technically scheduled in Zoom and link provided to Meeting Services.  (Handled 
by Zoom Host).  

10. Rehearsal Scheduled.  NRG will offer a centrally managed “presenter” session for presenters 
to log in with our AV and meeting folks, but we strongly advise a true rehearsal for your session 
with all presenters. Talking through the details will be extremely helpful to the success of the 
session. 
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