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GUIDELINES TO CHAIRPERSON 
 

Congratulations on your appointment as the Session Chairperson at IOCWOBAS 2019. As 
the Session Chairperson,  
 

1. Introduce yourself to the audience. 
2. Ensure that the speakers of the session are present (check with the co-chair who is also the 

committee member assigned to each room) 
3. At the beginning of the session, please remind the presenters about the time allocated for 

each presentation (refer to the time allocation guide) 
4. Present certificates to all speakers at the end of the session 
5. In case where the presenter(s) are absent for a session, please direct the audience to other 

sessions. Please DO NOT alter (e.g. moving forward later sessions) the schedule of the 
Conference 

6. Please facilitate any announcement from the Conference secretariat where appropriate.  
7. At the end of the session, you will receive certificate as Session Chairperson from the 

committee representative. 
 

 
 
PRESENTATION TIME ALLOCATION GUIDE: 
 
The co-chair is the time keeper. 
 
Please ensure that the presenters adhere strictly to the time allocated. The time allocated for each 
presenter is as follows: 
      
a. INVITED SPEAKER – 20-minute presentation and 5-minute Q&A session.  
 
You will hear a bell at the “15-minute” mark to notify that there is only five minutes left for your 
presentation, and a bell at the “20-minute” mark to signal the end of presentation time. A double 
bell at the “25-minute” mark will signal the end of your presentation session. 
  
b. SPEAKER FOR ORAL PRESENTATION – 10-minute presentation and 5-minute Q&A session.  
 
You will hear a bell at the “8-minute” mark to notify that there is only two minutes left for your 
presentation, and a bell at the “10-minute” mark to signal the end of presentation time.  A double 
bell at the “15-minute” mark will signal the end of your presentation session. 
 
. 

      
Thank you for your co-operation in making ICOWOBAS 2019 a success.      
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