Guidelines for Presenters – Lecture & Poster Sessions
Kaleidoscope Conference – Innovations for Digital Inclusion 
 ‑ Mar del Plata, Argentina, 31 Aug - 1 Sep 2009 ‑
Congratulations for being a presenter of an accepted paper at the second ITU-T Kaleidoscope Conference “Innovations for Digital Inclusion”, which will be held in Mar del Plata, Argentina, 31 August – 1 September 2009.

The programme has been organized in two types of sessions: Lecture and Poster Sessions.

Please read below for the general guidelines, and for specific guidelines for the type of session under which you have been accepted.
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1. General guidelines
1.1. Event liaison

TSB (= ITU-T Secretariat) is always ready to assist you during the workshop planning process. Please don’t hesitate to contact us at kaleidoscope@itu.int anytime throughout the next months. 

1.2. Actions

You are kindly requested to send the following deliverables to kaleidoscope@itu.int (with a copy to your Session Organizer and Chair) within the corresponding deadlines:

· A short biography (in WINWORD format) with a good quality photo by 15 July 2009. All these details will be posted on the workshop website.
· The camera ready version of your paper by 20 May 2009.  
· A final version of your presentation on or before 15 July 2009 (mandatory for Lecture Session papers, optional for Poster Session papers). This will give your session Chairman ample time to review before final posting on the ITU website.
· We would like to remind you to kindly register to this workshop, if you haven’t done so already, using the online registration form available on the workshop website (http://www.itu.int/cgi-bin/htsh/edrs/ITU-T/kaleidoscope/edrs.registration.form?_eventid=3000081). Note that speakers are required to enter a mobile phone number when registering. This is to help us contact you during the event should you have any problem.
1.3. Summary of deliverables and corresponding deadlines

	#
	Deliverable
	Deadline

	1. 
	Submission of a short biography (in WinWord format), preferably with a good-quality photo. See examples from Kaleidoscope 2008 at: http://itu-kaleidoscope.org/2008/bios-session-4.html#lena 
	As soon as possible but before 15 July 2009

	2. 
	Submission of the camera-ready paper, final title and abstract (if you have not done so already).
	20 May 2009

	3. 
	Submission of copyright transfer form
	20 May 2009

	4. 
	Submission of the final version of your presentation (preferably in PowerPoint format and using the template provided) – This is mandatory for Lecture Session papers, and optional for Poster Session papers
	On or before 15 July 2009

	5. 
	Registration for the conference providing full contact information: http://www.itu.int/cgi-bin/htsh/edrs/ITU-T/kaleidoscope/edrs.registration.form?_eventid=3000081 
NB: Entering a mobile phone number is a mandatory field for Presenters and Session Chairs. This mobile phone number should be one on which you can be reached during the conference. 
	15 July 2009

	6. 
	Provide flight booking plan to kaleidoscope@itu.int
	15 June 2009


1.4. Where to find up-to-date information

The event website will be regularly updated with information including logistics, programme, templates, and is available at the following URL: http://www.itu-kaleidoscope.org/2009 Please consult the programme page on the website for the specific day and time of your presentation and check the website from time to time for other updates to your session and/or for the conference.
1.5. Logistics

· Location – The conference itself will take place in Mar del Plata, Argentina. The specific venue will be announced at the end of July.  Badges and electronic version of the Proceedings will be available to be picked up at the registration desk for the conference. 
· Accommodation –Information on Hotels and special rates at the Hotel of the venue for participants is available from the Kaleidoscope 2009 website (see “Hotel Information” and “Hotel booking form”) The hotel booking form is to be sent DIRECTLY to the appropriate hotel with a copy to Mr. Luis Carranza (lcarranza@cnc.gov.ar).
· Area maps - general information on Mar del Plata, including maps, weather, and transportation may be found at: http://www.turismomardelplata.gov.ar/ingles/portada-amarlaweb.asp. General information about Argentina can be found at http://www.argentina.gov.ar/.
2. Lecture Session Presentations

Each Lecture Session has a Session Chair. Their contact information is available below. They will be in touch with you with more information regarding the specific time for your intervention and are available should you have any questions regarding your session.

Time slot for your intervention

A maximum time slot of 20 minutes is allocated to each intervention, there included time for introduction, summary, and questions from the audience.

2.1. Presentation material

Presentation time is critical: each paper has 20 minutes allocated for lecture presentation. We recommend that presentation of your slides should take about 17-18 minutes, leaving 2-3 minutes for introduction, summary, and questions from the audience. To achieve appropriate timing, we recommend you to organize your slides around the points you intend to make, using no more than one slide per minute. A reasonable strategy is to allocate about two minutes per slide when there are equations or important key points to make, and one minute per slide when the content is less complex. Slides attract and hold attention, and reinforce what you say – provided you keep them simple and easy to read. Plan on covering at most six points per slide, covered by six to twelve spoken sentences and no more than about two spoken minutes.

For a harmonized look-and-feel of the workshop material, kindly use the conference paper presentation template (direct link: http://itu.int/dms_pub/itu-t/oth/29/02/T29020000060002PPTE.ppt). Note that ITU will publish presentations on the website only in PDF format. As a mandatory minimum, the cover page of your presentation must use the workshop presentation template.

Please keep the following considerations in mind when you deliver your presentation.
Make sure each of your key points is easy to explain with aid of the material on your slides. Do not read directly from the slide during your presentation. You shouldn't need to prepare a written speech, although it is often a good idea to prepare the opening and closing sentences in advance. It is very important that you rehearse your presentation in front of an audience before you give your presentation at the conference. 
Should none of the authors be able to attend the conference, a surrogate presenter may be designated; however, we must be informed beforehand e.g. by email to kaleidoscope@itu.int. Surrogate presenters must be sufficiently familiar with the material being presented to answer detailed questions from the audience. In addition, the surrogate presenter must contact the Session Chair in advance of the presenter's session.

2.2. Points of notice

1. All presentations will be made publicly available on the workshop website in PDF format only. By accepting to speak at this event, authors/speakers grant an implicit authorization for ITU to post their presentations online, unless stated otherwise.

2. Due to the limitation of data space on our web servers, please try to limit the size of your final presentation to 2 Mbytes.

3. During the workshop, all lecture session presenters will be asked to present using a Windows XP computer provided by the ITU-T connected to a projector. This will suffice for most presentations; however, some may require special software (e.g. movie players, sound clip players, etc) that may not be available on the supplied computer. For more elaborate presentations, your laptop may be more appropriate to conduct the presentation. Please inform kaleidoscope@itu.int should this be the case for your presentation. If your PowerPoint slides include embedded audio or video files, please be sure to provide TSB with a copy of the relevant materials (movies, sound clips, etc) separately along with your final presentation.

4. Speakers are requested to make sure that the content of the presentations is not of a commercial nature. This will be grounds to refuse material at the event.

5. Speakers will be asked to meet their Session Chairs in the meeting room 15 minutes before the session begins (unless otherwise agreed with the session Chair).

2.3. Session Chair contact information

	Session #
	Name
	Email

	Opening Session
	Yoichi Maeda
	yoichi.maeda@ntt-at.co.jp

	Session 1 – Special session on open source and digital inclusion
	Mostafa Hashem Sherif, AT&T, USA
	mhsherif@att.com

	Session 2 – Leveraging network-enabled services for digital inclusion
	Alfredo Terzoli, Rhodes University, South Africa
	a.terzoli@ru.ac.za

	Session 3 – Bridging the Digital Divide for the individual
	Kai Jacobs, RWTH Aachen University, Germany
	kai.jakobs@i4.informatik.rwth-aachen.de

	Session 4 – Network architectures today and tomorrow
	Helmut Schink, NSN, Germany
	helmut.schink@nsn.com

	Session 5 –Broadband for everyone
	Thoru Asami, University of Tokyo, Japan
	asami@akg.t.u-tokyo.ac.jp

	Session 6 – Open and accessible services for digital inclusion
	Mitsuji Matsumoto, Waseda University, Japan
	mmatsumoto@waseda.jp

	Session 7 – Public policies, standards and digital inclusion
	Victoria Sukenik, Secretary of Communications, Argentina
	msukenik@secom.gov.ar

	Poster session
	Mitsuji Matsumoto, Waseda University, Japan
	mmatsumoto@waseda.jp


3. Poster Session Presentations

Poster sessions are a good medium for authors to present papers and meet with interested attendees for in-depth technical discussions. In addition, attendees find the poster sessions a good way to sample many papers in parallel. Thus it is important that you display your message briefly, clearly and noticeably to attract people’s interest to your paper and initiate discussion. 
Please keep the following considerations in mind when preparing your poster materials.
Your poster should cover the key points of your work. It need not, and should not, attempt to include all the details; you can describe them in person to people who are interested. The ideal poster is designed to attract attention, provide a brief overview of your work, and initiate discussion. Carefully and completely prepare your poster well in advance of the conference. Try tacking up the poster before you leave for the conference to see what it will look like and to make sure that you have all of the necessary pieces.

A vertical panel of approximately 190 cm H x 160 cm W will be provided for you to stick your posters. In addition, one table (approximately 140 cm x 80 cm) and two chairs will be available.

The title of your poster should appear at the top in CAPITAL letters about 25mm high. Below the title, put the author(s)' name(s) and affiliation(s). The flow of your poster should be from the top left to the bottom right. Use arrows to lead your viewer through the poster. Use colour for highlighting and to make your poster more attractive. Use pictures, diagrams, cartoons, figures, etc., rather than text wherever possible. Try to state your main result in 6 lines or less, in lettering about 15mm high so that people can read the poster from a distance. The smallest text on your poster should be at least 9mm high, and the important points should be in a larger size. Use a sans-serif font (such as "cmss" in the Computer Modern family or the "Helvetica" or "Arial" PostScript fonts) to make the print easier to read from a distance.

Make your poster as self-explanatory as possible. This will save your efforts for technical discussions. There will not be any summaries given at the beginning of the poster sessions, so authors need not prepare any overhead slides for their poster presentations. Should you want to provide them, we will be glad to make them available at the conference website; if this is the case, please use the template PowerPoint file available for a harmonized look-and-feel of the workshop material (direct link: http://itu.int/dms_pub/itu-t/oth/29/02/T29020000060002PPTE.ppt). Note that ITU will publish presentations on the website only in PDF format. As a mandatory minimum, the cover page of the presentation must use the workshop template.

You may bring additional electricity or battery-operated audio or visual aids to enhance your presentation. Electricity in Argentina is 220 Volts, alternating at 50 Hz. If you travel to Argentina with a device that does not accept 220 Volts at 50 Hz, you will need a voltage converter. You also may need a power plug (“Type ” C, E, F, or I connector), and, should your computer be equipped with the appropriate hardware, with wireless access to the internet via WiFi.
Prepare a short presentation of about 5 or 10 minutes that you can periodically give to those assembled around your poster throughout the two-hour poster session. If possible, more than one author should attend the session to aid in presentations and discussions, and to provide the presenters with the chance to rest or briefly view other posters.

_________________




