
                                                                            

Rules adapted from the ones used at the Valencia InterPore 2019 Conference 

ORAL PRESENTATION INSTRUCTIONS 

PLEASE CAREFULLY READ THE INSTRUCTIONS CORRESPONDING TO YOUR TYPE OF PRESENTATION 

General Rules for all presenters: 

1. You will certainly wish to prepare some slides to support your oral presentation. Prepare your 

slides as a PowerPoint or PDF file. If possible, prepare your presentation with an aspect ratio of 

16:9.  

2. Files must be uploaded to INDICO platform (http://iah2019.adabyron.uma.es/event/1) no later than 

Friday, September 19 in order to allow technicians time to transfer them to corresponding 

computers. To do so, log into your INDICO account; choose “46th IAH Congress - Malaga, Spain 

2019” under “Your event”; from the left-hand menu options select “MY CONTRIBUTIONS” under 

“MY CONFERENCE”; select the presentation for which you want to upload the file; scroll down to 

the “Presentation Materials” section, click on the pencil icon to upload your materials. 

 

3. If you have any difficulties uploading your files, please contact organizing@iah2019.org and 

provide a clear description of the problem. If under exceptional circumstances you cannot upload 

your presentation file, you must deliver it to the Slideshow Drop-Off desktop at least 2 hours 

prior to your presentation. Room´s location will be clearly marked at the main hall of the congress 

venue. Running presentations from files on a USB at presentation time will not be possible.    

 

4. Presentation files must be named in the following format:  

“TopicNumber_RoomAcronym_DayOfWeek_Time_LastNameofPresenter.”  For example, 

T10_C1A_Monday_1100_Nieto.pdf  

 

Acronyms as follows:  

A - Auditorium 2 

C1A - Conference room 1.A  

C1B - Conference room 1.B  

C21 - Conference room 2.1  

C22 - Conference room 2.2  

M1 - Multiuse room 1 

M2 – Multiuse room 2 

M3 – Multiuse room 3 

 

You decide, when uploading, if your presentation is made public to all participants or not; this 

decision can be changed at any time. 

 

5. All presenters must check with the responsible Speaker-Ready Room administrator that their 

presentation file is uploaded and running properly. 

 

 

 

 

https://mailtrack.io/trace/link/94a0fe468ff2343d0696fa7806f663ecd79c9f9d?url=http%3A%2F%2Fiah2019.adabyron.uma.es%2Fevent%2F1&userId=42178&signature=62b25136703bc160
mailto:organizing@iah2019.org
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Parallel session presentations: 

The total time allocated to each speaker is 15 minutes. You should speak for 12 minutes and allow 

3 minutes for questions and speaker turnover. Stay within the allocated time. This typically means 

you should not have more than 12 slides. Session chairs will give you a signal 5 and 3 minutes before 

the end of your allowed time, at which time you should start wrapping up your presentation. Also, 

a 0 minutes signal will be shown to stop your speech. Give short answers to questions.   

There are a number of online sources on “good practices” for oral presentations. For example, there 

are some excellent tips and tricks you can find in this short video, long video, or this article. 
 

Plenary, opening and invited speakers: 

The total time allocated to each speaker is 30 minutes. Limit your presentation to 25 minutes and 

allow at least five minutes for questions. Please design your talk so that it introduces us to the broad 

challenges in your area of expertise and avoid giving details that a general audience cannot follow. 

Please give short answers to questions. If a longer answer is needed, invite them to talk to you 

during the break. Tell them where to find you. 

 

 

 

  

https://www.youtube.com/watch?v=DI5LNVts9nc
https://www.youtube.com/watch?v=Hp7Id3Yb9XQ
https://www.elsevier.com/connect/how-to-give-a-dynamic-scientific-presentation
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POSTER PRESENTATION INSTRUCTIONS 

1. Poster dimensions must be 80 cm width x 120 cm height. 
 

2. There is no option to print posters on-site and there are no print shops nearby. 
 

3. We have three poster sessions, denoted by Topics, on the 23th, 24th, and 26th of September, 
respectively. Posters can be put up in the morning and can be on display the entire day. 
Presenters of posters should be at their posters during the 1 hour afternoon poster presentation 
session.  

 
4. Please refer to the detailed program to find the date of your poster session. There you will also 

find your poster board number. Affix your poster to the poster board bearing that number. 
 

5. It is the responsibility of presenters to remove their posters after their poster session is over. 
Unclaimed posters will be removed by the organizers. 

 
6. Posters will be attached by double-sided tape which will be provided on-site. No pins will be 

allowed. 
 

7. Prepare all artwork in a size sufficient to be read at a distance of 1.5 meters (at least 24-point 
font - 0.9 cm height). Audio/Visual equipment is not provided for poster sessions. 

 

8. For further information on preparing and printing your poster and for guidelines and tips on an 
effective presentation, please refer to the conference site or online here and here. 

 

 

 

  

https://www.youtube.com/watch?v=AwMFhyH7_5g
https://guides.nyu.edu/posters
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SESSION CHAIR INSTRUCTIONS 

You have been selected as a session chair because you are a recognized authority in the subject. The 

most important tasks of a chair in a large congress such as this AIH congress is to keep order and 

take aware on the total time allocated to each speaker. Below is an overview of the rules. 

• Your role as session chair starts by getting familiar with the contents of your session prior to 

arriving at the conference. Think about potential questions that you could ask, in the event that 

time allows and no one puts forward any. Get to know the names and institutions of the 

speakers.  

• If you have co-chairs, discuss among each other before the session and decide on the 

distribution of tasks.  

• You should be in the designated room a few minutes in advance and try to determine whether 

all speakers are present. Also, make sure that all presentation files have been uploaded to the 

laptop present in the room. Presentations files should be named in the following format: 

“TopicNumber_RoomAcronym_DayOfWeek_Time_LastNameofPresenter.” For example, 

T10_C12_Monday_1100_Nieto.pdf. There will be a technician from the Organizing Committee 

to help you.  

• At the session starting time, you should call the attention of the people in the room, remind 

them of which session they are in and start with the presentations.  Please emphasize that no 

photograph or recording is allowed in the room, unless prior consent from the speaker is 

granted. 

• When introducing speakers, simply give the abstract title plus the name and affiliation of the 

speaker and begin keeping time.  

• It is of paramount importance that timing is respected, for many reasons. There are several 

parallel sessions and we want to allow people to move between sessions without any surprise 

on whether a presentation has started or not. So, presentations must start at the times indicated 

in the program!  

• The authors already know that they have 12 minutes for presentation and 3 minutes for 

questions, answers, and speaker turnover. There will be a 5, 3 and 0 minutes card at the table 

for you to signal the speaker 10, 12 and 15 minutes after the start. The speaker should be 

politely, but firmly, asked to leave the floor at the 15-minute mark; no exceptions allowed. You 

do not want to appear to favour one speaker over another one by allowing anyone to go 

overtime. 

• During questions and answers, be vigilant and do not allow lengthy discussions. In such cases, 

invite the speaker and the member of the audience to continue the discussion during the breaks.  

• If the speaker goes over 14 minutes, leaving little time for Q&A, please announce that there is 

only time for a short question and answer; or move on to the next presentation without Q&A if 

there is no time left. 

• In the case of no-show contributions, do not use the time gap to extend the presentation time 

or the Q&A of the previous presentation. Also, do not move the next presentation forward. As 

a chair, you may want to bring some open topics for discussion, or even better, you may want 

to use a back-up presentation of your own on the session topic and present it to the audience. 
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The organization of the 46TH IAH Congress thanks you for accepting the responsibility of being a 

session chair at this relevant meeting and asks you to please follow these rules. The success of the 

conference also depends on you.   


