Dear Section Moderator,
On behalf of the international seminar organisers we thank you for taking on such a difficult and important mission. Our joint event's success will hinge on your efforts. Here we offer the following recommendations to help to make your work easier. 
1. Arrive at the seminar and register as soon as possible to have the opportunity to hold from 9:00 to 9:25am a short meeting with event speakers in the same room where your section will have its session.
Section 1: Good Practices of Cooperation Russia - European Union in the Sphere of Culture: Existing Legislation and Practical Experience – Lecture Hall (1st floor)
Section 2: Financing Joint Projects in the Sphere of Culture and Development of Multilateral Cooperation – Hall #18 (2nd floor) 
Section 3: Mobility of Artists and Arts: Instruments of Real and Virtual Cooperation – Polovetsky Patio (1st floor) 
2. Meet the Speakers, introduce yourself to all, and all to all.
3. Explain the section’s procedures and regulations on your own behalf. We see this as an important part even though each speaker has been thoroughly briefed by organizers in advance. Closely following the rules and regulations will allow fulfilling the section’s agenda without limiting any of the speakers’ presentation time, as well as make it possible drawing up the section’s proposals for the seminar’s final document. We recommend giving each speaker a heads up using a signal ONE MINUTE before they are supposed to finish up. 
Request that all speakers arrive at the session well ahead of time in order to: 

· Check over their presentations;
· Lay out on the chairs in the audience room the printed versions of their speech or any other related material, if any.
You should keep your opening remarks under five minutes, from 2:00pm to 2:05pm. If both moderators plan on making some remarks, they need to agree on how long each will speak to fit in to the allocated time. Please outline the following in your opening remarks:
· Helping put together a pragmatic final document containing specific proposals for developing Russian-EU cultural partnership is our section’s main goal. These proposals should address all engaged parties (government authorities, cultural operators, and business and civil society groups). Finished and generalized section proposals will be presented to the organisers and published;
· Information exchange, hands-on experience and developing professional connections between Russian and European specialists are also important section goals;
· All section materials will be carefully put together, translated from Russian to English or vice versa and included in a bilingual print edition at the beginning of 2010. This book will be sent out to all speakers, as well as to relevant international organizations and a number of engaged Russian and European organizations and specialists. Therefore it is important that by December 20th, 2009 the texts of the articles based on the section presentations ready for publication in their original language should be prepared and sent to the seminar organisers.
· A number of speakers prepared printed versions of their presentations (these ones are usually more extensive than those delivered at the section meeting) that are available to section participants.
The section’s main presentation is to last 20 minutes (2:05pm to 2:25pm). Any comments on it should not last longer than 10 minutes (2:25pm to 2:35pm). 

No more than 10 minutes are allocated for questions regarding the keynote presentation and comments on it (2:35pm to 2:45pm). 
Experts’ contributions are given 5 to 10 minutes (6 to 7 minutes on average), from 2:45pm to 4:25pm. 

10 minutes are given, from 4:25pm to 4:35pm, for asking the contributors questions after their presentations. Discussing the final document proposals will last 20 minutes, from 4:35pm to 4:55pm. A draft of the final document will be handed out to each seminar participant. Splitting up moderator responsibilities in a way that would give one of them the opportunity to lead a discussion while the other carefully records participants’ proposals is seen as an effective way to go about things.
Moderators have 5 minutes, from 4:55pm to 5:00pm, to briefly sum up the section meeting’s results. 
4. Determine which of the co-moderators will give a brief account of the section’s performance at the final plenary session. This speech is to last 7 to 8 minutes. An analysis of the section’s performance needs to be given in the speech:
· Number of participants; 

· Information on countries and Russian regions represented by the section participants (here your hall organizer’s representatives you will give you the necessary help);
· The number of presentations and the number of joint presentations (Russian-European) made in them;
· An analysis of audience-member activity;
· Your opinion on which topics interested audience members the most;
· The number of recommendations for follow-up revisions to the final document made at the meeting and that will be sent to the organising committee after the seminar;
· Point out the most important recommendations made (in your opinion). 

5. During the first week following the seminar, in other words until December 15th, 2009, finalise your section’s proposals to the final document (if necessary, with your section’s participants) and send the document in Russian or English to the seminar organizers to the following address: cultureworkshop2009@iis.ru
We would once again like to thank you for your work and wish your section success!
Organising Committee 
