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The Program / Agenda Committee plays a vital role in shaping the structure and flow of the 
symposium. Its primary mission is to develop a clear, engaging, and well-organized event 
schedule that highlights research presentations, speakers, and key activities. Through 
thoughtful coordination and planning, the committee ensures a seamless and meaningful 
experience for all participants. 

 

  



Purpose: 

To design and coordinate the symposium schedule, ensuring a well-structured program that 
balances presentations, speakers, and event activities. 

 

Responsibilities: 

1. Program Development 

• Create the overall symposium schedule, including session timing and structure. 

• Organize oral presentations, poster sessions, keynote talks, and special events. 

• Ensure a logical and balanced flow throughout the day. 

2. Session Coordination 

• Group abstracts into appropriate sessions based on topic or theme. 

• Assign session titles and organize presentation order. 

• Coordinate timing to avoid scheduling conflicts. 

3. Collaboration with Other Committees 

• Work closely with the Abstracts Committee to align accepted submissions with 
sessions. 

• Coordinate with the Speakers Committee to schedule keynote and invited speakers. 

• Partner with Logistics and AV/IT to ensure session needs (rooms, technology, timing) 
are met. 

4. Schedule Finalization & Distribution 

• Finalize the program schedule in advance of the event. 

• Provide schedule details to the Marketing & Communications Committee for 
promotion. 

• Assist in preparing printed and digital versions of the program. 

5. On-Site Program Management 

• Oversee adherence to the schedule during the event. 

• Troubleshoot timing issues or last-minute adjustments. 



• Coordinate with session moderators or volunteers to keep sessions on track. 

6. Participant Communication 

• Communicate presentation schedules and expectations to presenters. 

• Provide session details, timing, and logistical information in advance. 

 


