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	GUIDELINES  FOR  SPEAKERS


This guideline has been prepared, first of all, for authors with little experience at the scientific conferences, but it can be helpful for authors who are experienced in giving lectures because it summarizes some useful information concerning the organizational questions, too. It is hoped that this guideline will help to have uniformly high-level presentations at the Congress.

1. Presentation Time

· Please confirm the session rooms and presentation times in the Final Programme of the Congress. 

· The time allocated for each paper is as follows:

Plenary Lecture:
50 min (including 10 min for discussion)

Lecture:

20 min (15 min for presentation and 5 min for discussion)

· Please note that, in order to ensure the fine running of the Congress, as well as to enable the other colleagues to present their papers, it is essential that speakers adhere to these time restrictions.

2. Visual Equipment

· All lecture rooms will be equipped with the slide projector, overhead projector (A4 size), computer projection system, and light pointer.

· The computer-based presentation must be prepared as .ppt files (i.e. MS Office Power Point files) and can be done using the existing computer, or using your own notebook. To enable the proper installation of your .ppt file, you may bring your presentation file on 3.5'' microdisk, Pen Drives or on CD ROM.

· It is recommended that speakers, which plan to use slide projector, prepare their slides in plastic frames.

3. Other Remarks

· Please be present in the lecture room at least 15 min before the session; a few seats in the front row will be reserved for speakers. Announce to the chairman, and contact him or responsible technician for the needed visual equipment.

· For visual presentation use appropriate letters (for instance, 20 mm high on the transparencies); the copy of typewritten texts is usually not appropriate for projection. Avoid presenting long proofs or detailed derivations in the visual material.

· Do not read your submitted written text word by word. It is much more preferable to point out the basic ideas and/or heuristic explanations.

· Inform your audience with a few introductory sentences about the broader significance of your paper. Allow sufficient time for slides and projections. Explain each figure, and table as well. Please give the audience enough time to understand a figure (or table) before going on to other topics. Keep a check on your presentation time.

· Please respect your chairman’s instructions during the presentation, particularly in keeping your time limit.

Thank you for your kind cooperation.

I CIMMEC  Organizer Committee

