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ORAL PRESENTER’S GUIDELINES
Presentation Format:

Microsoft PowerPoint is the preferred presentation format for the Workshop. However, your paper may also be presented using slide or overhead projectors. For PowerPoint users, we ask that you bring your presentation on CD or memory card (CompactFlash, SmartMedia, MultiMedia, Secure Digital, Microdrive, and MemoryStick) so it can be loaded onto a computer designated for workshop presentations. Use of the designated computer should prevent delays caused by switching computers between presentations. If you have to use your own computer for your presentation, please confirm that it can be viewed on a LCD projector by testing it in the George Needler Boardroom the morning or day before your presentation. Audio-visual technical support staff will be present throughout the workshop program. A remote control and pointing device will be provided at the podium for controlling your own presentation.

Translation Services:

English-Russian and Russian-English Translation will be available over the duration of the conference.  
Facilities:

The auditorium at BIO is located immediately inside the main entrance. It has a capacity of 350 persons. Facilities available in the auditorium include two over head screens, podium and stage (shown in image below), digital and film projectors, slide projectors, Internet connection availability, 27" TV and VCR, a new sound system with remote microphones, and headsets for hearing impaired persons.
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Main BIO Auditorium – location of NATO/CCMS Oil Spill Response Workshop.

Meeting with Session Chairs:

Please meet with your session chair before the morning or afternoon session in which you are presenting (refer to Workshop Program). Session chair/oral presenters meetings will take place in the George Needler Boardroom at BIO according to the schedule below. Please inform your session chair of your presentation requirements (computer, slide or overhead projector, etc). Technical support will be available to download your PowerPoint presentation to the workshop computer.
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George Needler Boardroom – available for presentation previews and meetings with session chairs

Session Chair/Oral Presenters Meeting Schedule:

	Session 
	Session Chair
	Meeting Times

	TBD
	TBD
	TBD


Presentation Timing:

Each oral presenter is allotted 20 minutes for his or her presentation; 15 minutes to present and five for questions. Time constraints will be enforced. Staying within your allotted time is essential to ensure adequate time for questions from the audience.

Instructions for Session Chairs

1) Chairs should strongly emphasise to the speakers, the importance of conforming to the time allotment. You may use any reasonable means to stop a speaker who has exceeded the assigned time allotment. The session must stay on schedule so that individuals who are presenting a paper or individuals who wish to hear a specific talk may do so without concerns of time. If a paper has been withdrawn or the speaker does not appear, you may either call for discussion of previous papers in that session or call a recess. Please record any no-show author. 
2) Please check the program for any changes or updates to your session. An audio-visual technician, who is responsible for the equipment, including the computer projector, will be present in the auditorium. Introduce yourself to the technician before the session. Inform the technician of any requests by presenters. If there are any technical problems with the equipment or a computer presentation, notify the technician immediately.

3) Familiarise yourself in advance with the pronunciation of the speakers' names and state the author's affiliation when introducing speakers. This information is published in the workshop program. 
4) Session chairs should encourage the audience to speak clearly and audibly when directing questions to the presenter so the audience can hear the questions as well as the replies. Although the acoustics in the auditorium are quite good, the chair should repeat any questions that they feel are unclear or of insufficient volume. If a paper draws no questions from the floor, you are encouraged to ask questions in an attempt to stimulate discussion, if time allows. To maintain the schedule it may be necessary to defer lengthy discussions to the end of the session or to suggest that the discussion be continued in private, once the session has ended.

Poster Presenter’s Guidelines

Poster displays will be set up immediately outside the BIO auditorium (lower level) and available to poster presenters upon arrival. The poster number in the Poster Presenter’s Schedule will correspond to numbers on the poster displays. Poster displays are of an Expo System type having a main panel that measures 3’ high x 4’ wide and accompanying bottom and header panels measuring 6” high x 4’ wide. Feel free to use the 4’ x 4’ space anyway you like. Mounting supplies will be available at your poster (velcro or poster pins). Please inform us if a table or electrical outlet is required with your poster display. Coffee breaks will be held in the vicinity of the posters displays and poster presenters may wish to be at their poster display during coffee break times listed in the Workshop Program when it becomes available.

