
   

 

Instructions for Session Chairs 

Dear Colleague 

We are very grateful to you for agreeing to chair a technical session at Conftele2009. 
We would like to remind you of the following points, which will contribute to a 
successful session: 

• Read the papers of your session in advance, and prepare questions to open a 
discussion on them, if needed. Each speaker should have a brief technical 
discussion. 

• Be at the room of your session 15 minutes before it begins, so that you can meet 
the speakers in advance, and review with them the time limits for their 
presentations (15 minutes). You are also receiving a short CV of each speaker; in 
case you notice any changes, please ask the new speaker(s) for a short CV. 

• Stick to the time table of the session, by starting on time. 
• Start the session by announcing its title and by briefly introducing yourself. 
• Introduce each speaker, by mentioning the title of the paper, his/her name, 

affiliation, and the short CV you have received. 
• It is most important to enforce strict time constraints to allow the presentations to fit 

within the allotted time periods. Each paper has a time slot of around 20 minutes, 
15 of which for the presentation, and the remaining for questions and discussion. 
Notify the speaker when there are only 2 minutes left for his/her presentation. 

• If a speaker is missing, do not advance the presentation; rather break the session, 
or preferably continue/stimulate the discussion on the previously presented papers 
to fill in the gap. 

• A Feedback Form is being distributed jointly with these Instructions. Please take a 
minute to fill it in after the session, and hand it over to the Conference Secretariat. 

Thank you again.  If you need any more information, please do not hesitate to ask us. 

Sincerely, 

The Organizing Committee 
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