
Information for Chairpersons and Speakers 

 

■Instructions for Chairs  

 

1. Chairs for Oral Sessions should take a seat in the front row to the right of the room 

specially reserved for the next session chairs, at least 15 minutes prior to the session 

that he/she is scheduled to chair.  

  

2. Please adhere strictly to the timetable for presentations and Q&As to ensure the 

smooth running of the meeting.  

 

■Instructions for Oral presentation 

 

1. Please be punctual and careful with your time keeping to ensure the smooth 

operation of the entire program.  

  

2. All oral presentations must be a PC-based presentation.  

  ･Slide projectors are not available.  

  

3. Speakers should preview their presentation data and check the connections and 

operations at the PC Preview Room at least 30 minutes before the session starts.  

*It is not possible to revise a presentation data at the PC Preview Desk.  

 

PC Preview Center Open Hours:  

Date Hours Location 

Thu., May 16 7:00-17:30 Main Foyer, 5F,  

Osaka International Convention Center Fri., May 17 7:00-17:00 

 

1) Notes on preparing your presentation data  

･The output resolution is XGA (1024×768 pixels.)  

･Bring your presentation on a USB flash memory or a CD-R.  

･When you copy the data to a CD-R, be sure to finalize the disc.  

･Preliminary virus scanning is necessary.  

･The title of your presentation file should be “your presentation code + your name” 

(e.g.: O1-9 John Smith)  

･The operating system in each session room is Windows 10.  



･Use the standard fonts provided with Microsoft PowerPoint 2007/2010/2013 /2016 for 

Windows.  

･Save your slides as a Microsoft 10 for Windows file.  

･WMV format is recommended for video, and a file size should be less than 700MB.  

･If your presentation data is linked to other files (still or moving images, graphs etc.), 

please bring a laptop which you run an operation check.  

･Let an operator at the PC Preview Room know if your data contains audio files.  

･Be sure that your file is compatible with Windows operation system.  

･If your data is created by Macintosh, please bring your own laptop.  

  

2) For speakers who bring their own laptop (Windows / Macintosh)  

･Remember to bring your own power adaptor and cables.  

･Your computer must be equipped with a mini D-sub15 pin video output.  

･Speakers with their own PC are also requested to preview their presentation and check 

the operation at the PC Preview Room. After the preview, please bring their PC to the 

operator desk of the session room.  

  

3) Notes on Video Session  

･Make sure that you compress the video. Please check its functionality with the 

operator in the PC  

Preview Room at least 30 minutes before the session starts.  

･If you make presentation with DVD, please check if you can run it on a laptop, and be 

sure to  

bring the back-up data together.  

･The title of your presentation file should be “your presentation code + your name”.  

･(e.g.: RV1-01 John Smith)  

  

4. Presentation Time:  

Session Time Q&A 

International Session 7 mins 3 mins 

Time allocations for other sessions have been announced to each speaker preliminarily.  

 

 

 

  



Instructions for Poster presentations 

1. Presentation Time: 

Session Time Q&A 

Poster (P) 4 mins 3 mins 

 

2. The size of the poster is as described below. 

The program number will be provided by the Administration Secretariat. Please 

prepare the title, name and affiliation by yourself. 

Please briefly write the purpose, method, result and overview of your presentation. 

 

3. Posters will be changed each day. Please put the poster up between 8:30 to 10:00/8:00 

to 10:00 on the day of your session.  

 

4. Please stand by your poster during the discussion time.  

Thu., May 16 

Poster Mount 8:30-10:00 

Discussion 13:10-14:00 

Poster Removal 17:00-18:00 

Fri., May 17 

Poster Mount 8:00-10:00 

Discussion 13:00-13:50 

Poster Removal 17:00-18:00 

 

5．Posters must be removed during the Poster Removal  

hours. Any poster remaining after the designated removal  

period will be discarded by the Administration Secretariat. 

 

 


