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Guidelines for ORAL Presenters A
1. Arrival
Report Your Presence at the Presenter Counter: After registering at our Registration Counter, please proceed to our Presenter Counter located in the Hall 5F. Report to staff at the Counter and identify yourself with your name and abstract number (e.g.1CW0000). The opening schedule of the Counter is: 


10 June 2010, 10:00-15:30 and 18:00-19:30 

11-13 June 2010, 9:00-18:00

If you have not sent in your powerpoint file in advance, our staff and volunteers will assist you to download your powerpoint file to a computer for your presentation. In downloading the powerpoint file, we will take 3 steps:
Step 1: 
Scan you USB or CD-Rom
Step 2: 
Copy your file to our computer

Step 3: 
Test whether file works with your presence 

*** IMPORTANT NOTICE: Your powerpoint file should be saved in an Portable USB or CD-Rom. Floppy disk of any kind will NOT and cannot be handled. Neither is DVD recommended. It is always advisable to duplicate your file in two different storage devices. 
2. About the Meeting Room
2.1 All meeting rooms will be set up at the beginning of the Conference for use throughout the Conference. 

2.2 Each meeting room will include: 

· 1 head table

· 1 laser pointer

· 1 flip chart

· 1 wired and 1 wireless microphones

· 1 computer for presentation installed with Windows Operating System and Microsoft Office 2000 or above

· 1 LCD projector

· 1 Overhead projector

· 1 Display Screen

2.3 Each room will be stafedf with:

· 1 Duty Officer 

· 1 Volunteer

Computer Technician and Floor Manager will oversee all rooms on each floor. 
2.4 Do not remove chairs or other equipment from any meeting room. 

2.5 Do not remove audiovisual equipment from nearby meeting rooms or rearrange the audiovisual equipment in your meeting room. Equipment wires and cords will be taped in place to comply with safety codes and insurance standards. 

***IMPORTANT NOTICE: Presenters may not, for any reason, affix posters, flip chart pages, or other materials to meeting room walls. Presenters are liable and will be billed for any damage resulting from their use of masking tape, push pins, thumbtacks, etc. 
3. Guidelines for Making Presentation in the breakout room of the Conference Venue

3.1 Prepare a brief biographical sketch (3-5 points) before you arrive at the session room for introducing you by the moderator.

3.2 Arrive the session room at least 15 minutes before the session commence to check the AV setting and meet the moderator. 

3.3 For a normal 90 (AM) / 105 minutes (PM) parallel session, each presentation should last no more than 15 minutes in panels with 4-6 presenters. Moderator will be responsible for the time control of the session. 
4. Useful Advices to Presenters 
4.1 Begin with a one-minute overview summary of the paper that includes the central question addressed and the major conclusions. 

4.2 Speaking is a much more effective way to get an explanation across than reading. 

4.3 Remember that there will be no time for last minute change and set up prior to the start of session.  Computer will be provided by the organizers and you are NOT allowed to use your own computer for your presentation. 

4.4 Use of the rostrum. Presenters should preferably speak from the rostrum rather than from the table where they sit, so that they are easier to see and hear. During the question period, however, sitting at the table is preferred, to avoid delays going to and from the rostrum. 

4.5 Organizers will NOT and cannot make photocopies of your handouts. If you would like to share your presentation handouts or materials with the audience, you could collect their email by the end of the session and send to them after the Conference.
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