
ORAL PRESENTATIONS 

The total time allotted to each speaker is 10 minutes. You must plan to speak for 8 minutes and 

leave 2 minutes for questions. Invited keynote speakers have 40 minutes in total, and they must 

plan to speak for about 30 min, leaving 10 minutes for questions. 

Please plan to arrive at your session meeting room at least 5 minutes before the session begins. 

Take time to familiarize yourself with the set-up and your scheduled talk, you may discuss about 

them with the co-chair of your allocated session. You may verify your presentation for the 

operating system compatibility and proper operation. You may bring your presentation on a pen-

drive. 

Recommended practices for oral presentations 

 Remember, finishing in time is important so plan accordingly.  

 Avoid presenting numerous graphs, equations, or tables on the screen rapidly in an effort 

to squeeze a presentation into its allotted time.  

 Avoid lengthy tabulations of numerical data and limit equations to those for which the 

terms can be properly defined.  

 The figures should be labeled properly. Your audience needs time to interpret the data that 

you present. While you are very familiar with the data displayed, the audience is not.  

 Describe the coordinates, units and the legend for each graph. When you display a curve, 

tell the audience what they should be looking for in order to grasp the point you are trying 

to make. The audience will not have time to figure it out for themselves.  

 Make the letters on your slides big enough to be read by the audience from a distance.  

 In addition to the body of the talk, include a brief introduction and a conclusion. 

 Include only information or data that can be properly explained in the allotted time. 

 If a question requires a lengthy reply, suggest to meet and discuss after the presentation.  

 

 

 


