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IIR CONFERENCES: GUIDELINES FOR TECHNICAL SESSIONS

The total time allotted for each presentation is 20 minutes, including 5 minutes for Q&A. 
The Session Chair will give audio alerts at the 5-minute and 2-minute marks prior to the scheduled start of Q&A.
 
· Organisation. The presentations are oral and organised as follows:
· Oral presentation: 15 minutes
· Reminder to the author: 5 minutes before the end of the allocated presentation period
· Additional time: 2 minutes at most
· Q&A: 5 minutes
 
· Reminders. The Chairperson must be firm in reminding speakers that they must comply with the time allocated for their paper presentations. If the speaker goes beyond the allocated time interval, the chairperson must then reduce the time allocated to discussions. 
The Chairperson may want to tell the audience to talk to the authors after the session.
 
· Presentations. The Vice-Chair/Moderator will handle the visual aids and projection equipment, and assist in any manner. Each room should be set up appropriately.
Presentations are received in advance and will already have been uploaded to the equipment and ready to broadcast.
 
· No-shows/Absent presenters. If any presenters are absent, please DO NOT move any paper presentations forward or backward; Always adhere to the order and time allocated.
In the case of any no-shows/empty slots, please immediately inform the Conference Organisers.
 
· Conducting the session. Introduce the speaker, manage time and handle the question & answer period:
· The person asking the question stands up, waits for the microphone where necessary before beginning to speak, introduces himself/herself (name, affiliation, country) then asks his/her question
· The author replies verbally.
Please adapt this for any online questions or allow for additional pauses particularly if a translation is provided.
 
· Disturbances. If you have audience members that create problems, either with the presenters or the audience, please ask the Vice-Chair/Moderator to immediately inform a member of the Conference Organisation team.
 
· Assistance. Don’t hesitate to consult the conference website or the Conference Organisers for any queries or last-minute updates.
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