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NEOS Moderator Responsibilities for Program Year

The moderators do not attend the PC meetings of the year in which their program occurs. Moderators are responsible for the deliverables outlined below keeping to the deadlines indicated. 

Timeline for Program Year

1. 3 months prior to Program
a. Upload a complete program time table, including Speakers’ names, time and length of presentations, panel discussions if applicable, and breaks.
b. Review and approve the abstracts and conflict of interest (COI) information submitted by speakers on the NEOS website.  Abstracts must include objectives and references.  Any concerns regarding COI should be referred to the PC coordinator.  
c. GOH biography/introduction and photo for printed program. Written by moderator-not a CV.

2. 1 month prior to Program
a. Review a draft of each speaker’s presentation.  This may be a draft and is best as pdf.  
i. Review should include review for COI and commercial bias; drug names should be generic not brand names; look for redundancy with other presentations; make sure number of slides seems appropriate for talk duration
ii. Any concerns regarding COI should be referred to the PC coordinator and/or PC chair. 
iii. Any other concerns regarding presentation content should be worked out with speaker

3. 2 weeks prior to Program (for Virtual Meetings)	
a. Record and upload introduction of session
b. Ensure that all speakers including GOH have recorded and uploaded their presentations
c. Record and upload a panel discussion if applicable

4. Week of Program
a. Confirm that final presentation uploaded by Speakers
b. Personally greet GOH on their arrival to Speakers’ Dinner
c. Attend Speakers’ Dinner

5. Introduce GOH at Speakers’ Dinner.  This should be a personal introduction with PowerPoint presentation of not more than 5-7 minutes in length.  A Revere bowl is given to each GOH. 

6. Day of Program
a. Moderator should be present prior to the beginning of the program.
b. Confirm all presentations are uploaded. 
c. Moderator will introduce the session and present a summary conflict of interest slide using the NEOS templated COI slide for all of the speakers. Any significant COIs must be verbally stated. The slide will remain up on the screen long enough for the audience to read it in entirety. The Moderator will introduce each of the speakers. 
d. Each speaker should include their own COI slide at the beginning of their talk.  Speakers are welcome to use the NEOS template slide or their own. 
e. Keep presentations to the time allowed.  This is essential-no exceptions. The Moderator with the help of the Program Coordinator will keep time for each speaker including the GOH. 
f. Introduce the Guest of Honor if applicable.
g. Moderate panels if applicable. 
h. Attend luncheon roundtable or seminar (if applicable).
i. If meeting is virtual, all of your work should already be done by the meeting day. 

7. After the Program
a. An excel file with program feedback will be sent to Moderator and PC Coordinator.
b. PC Coordinator will review program feedback with Moderator.


Guidelines submitted on 5-2026 by Fina C. Barouch, M.D., Chair, NEOS Program Committee
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