
Guide for Presenters & Conference Attendees
Registration 
Presenters must register for the conference by February 15 or be removed from the program. Non-
presenter conference attendees may still register to attend after February 15, however registration 
after March 10th will include a $25 late fee. The registration fee is separate from the fee that you paid 
when you submitted your abstract or proposal.	


Book Your Hotel Room 
By staying at the conference host hotel, you will have access to free WiFi throughout the conference. 
We receive a competitive rate per night, and you will have the convenience of staying close. The link 
to book your room at the MEA negotiated rate will be on the MEA home page.


Equipment to Bring for Your Presentation
The MEA will furnish an LCD projector with MAC/PC adapters in all meeting rooms. Computers are 
NOT provided and hotel WiFi is only available to hotel guests. You will be responsible for providing 
your own laptop or coordinating with the session chair to use one laptop for the session. Send your 
presentation materials to the laptop-owner prior to the conference for ease of use on presentation 
day. Please bring any necessary adapters or cords with you. This includes remote presentation 
clickers, if you choose. 


Payments, Late Fees and Refunds 

Abstract Submissions received after the extended deadline are subject to a $25 late fee and will be 
placed on a waiting list. If accepted, scheduling and participation are subject to finding an 
appropriate session in the program and the availability of the presenter.


If presenting at the annual meetings, the Conference Registration Fee must be paid no later than 
February 15. After this date, papers will be removed from the program for non-payment. 
Membership Fees and Abstract Submission Fees are non-refundable. Conference Registration Fees 
are refundable until February 15. No refunds will be made following this date. 


Session Format
MEA sessions are conducted in a workshop format lasting one hour and 45 minutes. In a four-paper 
session this allows each presenter to have 15-18 minutes to speak and each discussant up to five 
minutes to respond. Any remaining time can be filled with general discussion of all papers at the end 
of the session. 

If you have less than four papers in your session, presentation times can be lengthened. (The chair 
will determine this time limit.) It is important that the chair be diligent with keeping time and notifying 
presenters when it is time to stop.




Withdrawal From the Conference
If you are unable to attend the conference, please notify the MEA immediately. This will potentially 
allow someone on the waiting list to fill your place in the schedule.


Chair Assignments
All presenters are expected to serve as a Session Chair upon request. Chair Assignment 
Notifications will be sent in late February. You will instruct the presenters in your session to exchange 
papers by March 8 and follow-up as needed. You will also need to coordinate with your presenters 
to have one laptop (it doesn’t have to be yours) to connect to the projector in the room.


Discussant Assignments
Al presenters will be assigned a paper to discuss within your session. This assignment will appear in 
the preliminary program in February. You must provide your paper to everyone in your session, 
including the session chair, by March 8. Any discussant who receives a paper less than 10 days prior 
to the meeting is not obligated to comment on the paper.


Discussant Guidelines
Keep in mind that the main purpose of this professional meeting is to exchange ideas and improve 
the quality of research. The discussant’s aim is to offer constructive criticism. Ideally, a discussant’s 
comments will briefly restate the goals, methods, and results of a paper, and then go on to describe 
the paper’s strengths and weaknesses. If you find the paper convincing, say so. If you find a paper 
less than convincing, indicate why and suggest approaches that could be taken to improve it. If you 
use technology for your discussion, please share it with the designated laptop provider prior to the 
conference.


Arrive Early to Check-in/Present
Early check-in is available Thursday evening prior to the conference from 5-7 pm at the registration 
desk. The registration desk will also be open at 7:30 am on conference days. Upon check-in, you will 
receive your conference name tag and we can also assist in locating your session room. There will 
be many meeting rooms set up for the conference. It’s a good idea to arrive early to find your 
assigned room.


Conference Program
The MEA does not provide a printed program. The program will be posted at the registration desk 
and on the MEA homepage.


Coffee Breaks/Receptions
Light refreshments will be provided during the mid-morning and afternoon coffee breaks and 
evening receptions. All conference attendees are invited to the evening receptions prior to the 
keynote speaker and President's address. We do not issue tickets—your conference name tag is 
required for entrance.


Meals on your own 
Meals will be on your own. This is a great opportunity to meet with friends and colleagues and 
explore the local culinary offerings. The lunch break is 90 minutes.


