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April 15, 2014 

Guidelines for Oral Presentations  
1. Oral Presentations  
1) Presentation time  

The allocated time for your presentation will be 20 minutes in total, with 15 minutes for the 
presentation and 5 minutes for discussion. If you plan to use a PC while delivering your presentation, 
please operate it by yourself. If a presenter cancels or is absent, the next presenter in the order will be 
moved up.  

2) Registration for presentation  
Please arrange to arrive at the oral presentation desk to register for your presentation at least 60 minutes 

prior to your session. Enter the conference room and sit at the seat designated “next speaker’s seat” at 
least 5 minutes before your session time. Punctuality is urged.  

3) Moderators for the Oral Presentation  
For those whose names are indicated in the program above, please facilitate the session as moderator.  

2. Copy of your data  
1) Venue  

The oral presentation desk is located at the 1st floor lobby.  
2) Times  

May. 24 (Sat.), 10:00-17:00  
May. 25 (Sun.), 08:30-17:00  
May. 26 (Mon.), 08:30-17:00  
May. 27 (Tue.), 08:30-11:00  

3) Acceptable media 
Only USB flash drives will be acceptable. You are advised to keep a backup of your data on another 

media just in case.  
4) Procedure  

Please arrive at the oral presentation desk to register for your presentation at least 60 minutes prior to 
your session. We will set up a PC for you at the oral presentation desk. Please follow our operator’s 
instructions for displaying your data.  

3. Preparing your presentation data  
1) PC environment for presentations  

We will set up a PC running Windows 7 and PowerPoint 2007 and 2010 for the presentation. Other 
versions of PowerPoint may have problems with layouts and/or character displays. Please avoid use of 
special characters for the same reason. Please provide your data on a USB flash drive. Other media, such 
as MO, ZIP and floppy disks cannot be used.  

You will not be able to use your own PC for your presentation. Moreover Apple (Macintosh) computers 
will not be acceptable. Only if your presentation includes videos or audio then bring your own PC with 
you for backing up your data.  

2) File name of the PowerPoint data  
In the file name, please include the group number and presenter’s name. The surname should be typed 

in capital letters, using English one-byte characters.  
3) Language  

The official language of the presentations is English.  
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4) Typefaces  
Century, Century Gothic, Arial or Times New Roman should be used.  

5) Other  
Please make sure your data can be displayed independently of your own computer system and remove 

any links from the external file. After your presentation has been completed, the secretariat will take 
responsibility for deleting the registration data that was copied at the oral presentation desk.  

4．Moderators of Oral Presentations  
1) Time schedule  

Each presentation has 20 minutes: 15 minutes are for the presentation and 5 minutes for discussion. 
Please make an effort to ensure that the presentations begin and end on time, as scheduled.  

2) Procedure  
If a presenter cancels or fails to appear, please move ahead to the next presentation. At the start of each 

presentation, please introduce the name of the presenter and the theme of her/his presentation. In 
consideration to the presenter, if you are uncertain how the presenter(s) name(s) is/are pronounced, please 
try to verify the correct pronunciation beforehand.  

 
 
Guidelines for Poster Presentations  
1. Venue  

The venues for poster presentations will be Rooms D, G, and H, which are all located on the 1st floor. 
2. Poster display and removal time  

Please see the program for more details.  
3. Display space and procedure  

The display space will be 90 cm wide by 180 cm high. (See the figure.) Please display the title of the 
abstract, the name(s) of the author(s), and their affiliation on the right side of your assigned number. The 
space will be 60cm wide and 30 cm high. Your assigned number is described here. Please use the 
provided thumbtacks for posting.  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Assigned 
number a 30 cm 

a The assigned numbers will be prepared by the Secretariat. 

Title 
Name of author(s) 
Affiliation 

180 cm 

210 cm 

60 cm 30 cm 
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4. Discussion time  
You are requested to remain by your poster during the session so as to enable free discussions with 

other conference attendants.  
 
 
Guidelines for the Symposium  
(Invited lecturers are not included here.)  
1. Symposium  
1) Presentation time  

You will have a total of 60 minutes for the symposium. Time allocation is arranged by the presenters. If 
you plan to use a PC while delivering your presentation, please operate it by yourself.  

2) Registration for presentation  
Please arrange to arrive at the oral presentation desk to register for your presentation at least 60 minutes 

prior to your session. Enter the conference room and sit at the seat designated “next speaker’s seat” at 
least 5 minutes before your session time. Punctuality is urged.  

2. Copy of your data  
1) Venue  

The oral presentation desk is located at the 1st floor lobby.  
2) Times  

May. 24 (Sat.), 10:00-17:00  
May. 25 (Sun.), 08:30-17:00  
May. 26 (Mon.), 08:30-17:00  
May. 27 (Tue.), 08:30-11:00  

3) Acceptable media  
Only USB flash drives will be acceptable. You are advised to keep a backup of your data on another 

media just in case.  
4) Procedure  

Please arrive at the oral presentation desk to register for your presentation at least 60 minutes prior to 
your session. We will set up a PC at the oral presentation desk. Please follow our operator’s instructions 
for displaying your data. 

3. Preparing your presentation data 
1) PC environment for presentation 

We will set up a PC running Windows 7 and PowerPoint 2007 and 2010 for the presentation. Other 
versions of PowerPoint may have problems with layouts and/or character displays. Please avoid the use of 
special characters for the same reason. Please provide your data on a USB flash drive. Other media, such 
as MO, ZIP and floppy disks cannot be used. 

You will not be able to use your own PC for your presentation. Moreover Apple (Macintosh) computers 
will not be acceptable. Only in cases when you plan to play videos or audio during your presentation, then 
bring your own PC with you for backing up your data. 

2) File name of PowerPoint data 
In the file name, please include the group number and presenter’s name. The surname should be typed 

in capital letters. Please type in English using one-byte characters. 
3) Language 
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The official language is English. 
4) Typefaces 

Century, Century Gothic, Arial and Times New Roman should be used. 
5) Other 

It is requested that you limit PowerPoint contents to only text, still photos and diagrams, and avoid use 
of complex data such as moving images. Please make sure your data can be displayed independently of 
your own computer system and remove any links from the external file. After your presentation has been 
completed, the secretariat will take responsibility for deleting the registration data that was copied at the 
oral presentation desk. 

 


