
Important instructions for speakers and moderators 
 

Agenda Europe Summit. 26-28 September 2016, Warsaw 
 
 
Dear speaker or moderator, 
 
Thank you for having accepted to contribute to this year’s summit as a speaker or moderator!  
We have a wealth of speakers in just two days, so we kindly ask you to carefully read these 
instructions and prepare accordingly. 
 

1) All speakers (with some exceptions) have a very limited time frame to present their 
topic. All panels have several speakers and a moderator, so it is essential to self-edit and 
stick to your given time. We want to maintain a dynamic rhythm in the program and 
leave lots of time for debate. Your presentation is meant to be a short inspiration with 
high information value!  

 
2) Keep in mind that the AE members are usually well informed and well trained on all our 

topics already! Please don’t state the obvious.  
 

3) Your summit contribution is considerably different from a talk you give elsewhere. 
Please focus on strategy and on points that are of interest to a European-wide audience. 
National developments are only interesting to the audience as a whole in so far as they 
serve as an example or to illustrate a trend. 
 

4) If you present a new project: keep in mind that you present it to an international 
audience. Put your project in context and show the impact in Europe, beyond your 
national context (precedent setting, best practice to learn from etc.) 
 

5) If you present on ongoing developments in a certain area: summarize the past shortly, 
but focus on the future. Strategy, next steps, objectives are of interest.  
 

6) Please prepare some concrete points and things for everyone in the room and what 
each one can do or contribute.  

 
7) As a moderator, please prepare a short introduction to the topic (5 min) that covers the 

different angles. Make sure that time limits are observed and that concrete conclusions 
are drawn from what was said. Conclude the panel summarizing the conclusions and 
more important points.  

 
 
If you have any question regarding your presentation, please contact us at 
agendaeuropesummit@gmail.com 
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