Guidelines for a Successful Conference Session Proposal
TITLE

The primary purpose of a session title is to get the reader to read the first sentence of the session description. By the time the reader has read the title and description, the goal is to get the reader to attend the session!  The session title is the first, and perhaps only, impression you make on a prospective attendee.  The American Writers & Artists trainers teach The Four U’s approach to writing titles:

· Be USEFUL to the reader

· Provide the reader with a sense of URGENCY
· Convey the idea that the main benefit is somehow UNIQUE
· Do all of the above in an ULTRA-SPECIFIC way

Adapted from the blog “Midcourse Corrections: Helping improve your annual meetings, conferences, and education.” http://jeffhurtblog.com/2010/03/17/how-to-write-killer-conference-session-titles-that-attract-attendees/
SESSION ABSTRACT

If you’ve got a great idea for a conference session, you absolutely have to spend time getting your abstract right before you submit it. Your abstracts need to pitch to two separate audiences: the selection committee and the attendees themselves. Explain the value attendees will get from your session.
Write a concise abstract.  The 150-word paragraph of your abstract is like the one spoon tasters get at a chili competition.  You need to make the one paragraph highly impactful. Fall right back to your elementary school fundamentals: introduction, body, and conclusion. Set a hook with a great opening.  Follow that with the value of the session to attendees and examples of what will be covered. Finish up with a great closer that will make your readers anxious to attend your session.

Write a coherent abstract. Spend time to make sure your submission is clear. 

Edit, re-edit, then get it reviewed. Write the draft, step away from it, come back and edit it later. Several times. Get the abstract out to your colleagues and friends for their feedback. 

Adapted from the blog “Writing a Good Session Abstract,” by Frazzled Dad.  http://frazzleddad.blogspot.com/2009/10/writing-good-session-abstract.html
SESSION DESCRIPTION

Most conference session descriptions are dull, leading attendees to believe that the presentation will be the same. A session description should get the reader to say, “Hmm, that sounds interesting.”

Focus on the reader. Make a promise and address the WIIFM (What’s In It For Me?) benefits of the presentation.  The session description must be brief (50 words maximum) to fit in the conference program. So it’s important to carefully choose the right words to accurately describe the session, pull readers in, and get them to commit to attending the session.

Adapted from the blog “Midcourse Corrections: Helping improve your annual meetings, conferences, and education.” http://jeffhurtblog.com/2010/03/16/conference-session-descriptions-that-whet-the-appetite/
PANEL

First, think about your audience. A well-constructed panel should both be structured to appeal to the audience at the particular conference and have appeal beyond a narrow subfield. One way to broaden the potential audience for a panel (and thereby increase your chances of getting on the program in the first place) is to make the panel comparative in some way. This might mean structuring the panel to incorporate people working on similar projects in other geographic areas or people working in fields beyond museums.
Construct a panel that is diverse. Diversity takes a range of forms: representation by panelists of different rank, different positions within the museum field, diverse institutions, and diversity of presenters in terms including sex and race. Panels with multiple individuals from the same institution are far less likely to get on the program.
Finding panelists.  How do you go about this?  Talk to others at your institution for suggestions, contact friends at other institutions who might have suggestions, or place a post on a museum list-serve or some other electronic list, noting that you’re putting together a panel. Monta Lee Dakin, MPMA Executive Director, can also help with this through e-blasts sent to the membership of the region.  Email Monta Lee at mountplains@aol.com.
Adapted from “Putting Together a Successful Conference Proposal,” by Barbara Y. Welke and Kenneth Ledford.  http://www.legalhistorian.org/conferences/2010conference/ProgComteAdvice10.pdf 

