Each oral presentation should be 15 minutes in total (8—-10 minutes fjor the talk
and 5-7 minutes [jor QEA).

The session chairperson will keep presentations on schedule and focused so
that all speakers have their jull time.

BEFORE YOUR PRESENTATION

¢ Please bring your presentation on a USB drive to the Speakers’ Ready Room
(room 134) at least two hours befjore your session, or the day befjore ifj your
presentation is scheduled fjor early morning. This ensures your [ile can be
loaded and tested in Eime.

* Your data will be copied to a server and transfjerred to the presentation
room via LAN.

e Files must be in PPT (Microsofjt PowerPoint 16.9) or PDF format. The
Speakers’ Ready Room does not have Internet access, so you will not be able
to download files on-site.

e If your presentation contains videos, please insert them directly into your
PPT pile. Wi-Fi will not be available in the meeting room.

e In the Speakers’ Ready Room, please check and confjirm that your
presentation appears correctly. To avoid queues, do not make edits on-site.
Please review only your [jinal version.

e Bring backup copies ofj your presentation and any video [iles, in case o}
technical issues.



INSTRUCTION FOR ORAL PRESENTERS

AUDIVISUAL EQUIPMENT

Presentation control will be managed by the AV Technical Stafy at the back of
the meeting room. You will be given a remote-control pointer to advance your
slides.

The [irst slide will be loaded by our IT stapy, but you will advance your own
slides using the switch on the speaker’s desk. Please [jollow any instructions
prom our stapjy.

*Use ofj personal laptops is not permitted, so please ensure your presentation is
in the correct jormat on your USB drive.



