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CHECKLIST FOR MODERATORS

Before the Forum:

· Be involved in the planning of the event, if possible.  Pay special attention to the format to ensure every candidate or speaker gets a “fair shake”.

· Get all essential information well in advance, including:

· Location

· Data on candidates

· Ground rules

· Agenda and timing

On the Forum Date:

· Arrive early – at least 20 minutes prior to the event

· Find out how to control the microphones

· Check to be sure you can see all the candidates from the moderator’s position

· Meet the candidates

· Learn how to pronounce their names

· Determine speaking order

· Review format and rules with candidates

· Answer any questions they may have

· Check on location of timer(s) and point out to candidates
During the Forum:

· Use a chart with candidates listed in speaking order to keep track of whose turn it is to speak

· Look alert, but remember to keep your focus on the mechanics of the event versus the content

· Be pleasantly business like

· Don’t let your face or mannerisms show your opinion

· Read written questions clearly, and repeat or summarize verbal questions when clarification is needed

· Remain unobtrusively in control

· If the forum gets hopelessly unruly, call a recess or adjourn

