
Guidelines for Unicode Conference Speakers


Dear Speaker,

As you know, the Internationalization and Unicode Conference is the premier technical conference worldwide for both software and Web internationalization. The conference is known for the high quality provided by its speakers and their content. For those of you that have not attended our conference previously, or are new to giving presentations, here are a few recommendations that may be of help. The recommendations are designed to give the presentations consistency across the conference and to ensure the expectations of the audience are met.

Our Target Audience

Conference attendees are generally involved in either the development and deployment of Unicode software, or the globalization of software and the Internet. They include

managers, software engineers, testers, systems analysts, program managers, font designers, graphic designers, content developers, web designers, web administrators, site coordinators, technical writers, and product marketing personnel.

This audience expects a technical, informative presentation. Speaker evaluations from past conferences are critical of superficial presentations or those that promote products or services.

Speakers should not use conference sessions for commercial sales pitches, self-promotion or unfair criticism of a competitor.
Required Paper Format

For consistency, we request all papers use the following format. (This page also demonstrates this format.)

· All papers should be one column.

· The page header should have the title of your paper/presentation, centered. 

· The page number should be in numeric notation only, and centered at the bottom of the page. 

· The left-hand corner of the page footer should say: "25th Internationalization and Unicode Conference".

· The right-hand corner of the page footer should say: "Washington, DC, March/April 2004". 

· Please do not include any other information in either the page header or the page footer. 

· Papers should contain all the illustrations referred to in the talk and necessary for understanding the presentation. 

Recommendations

The highest evaluations tend to go to speakers that:

· Provide a short bio that describes the speaker, their company, and their qualifications to discuss the subject, and perhaps another interesting or intriguing point about the speaker. The bio may also be used to introduce you at the conference.

· Describe the objectives and thesis of the presentation, clearly at the beginning of the presentation.

· Describe the business impact, or other compelling reasons why their message is significant.

· Summarize the main points of the presentation, at the conclusion of the presentation.

· Live up to the abstract. Ensure you deliver the information you promised.

· Finish the presentation on time, while leaving some room for questions. Practice your presentation and make sure it fits in the allotted time.

· Present legible and brief slides. Complicated graphics, too many bullets, small fonts, etc. are difficult for the audience to read and distract them from what you are saying. Use larger fonts, simplified diagrams, and if necessary spread bulleted points over additional slides. Use short phrases instead of complete sentences. You can include additional details in the notes portion of your presentation.

· Review the printed version. The presentation will generally be printed in black and white and therefore choosing colors that will have appropriate contrast when printed is important.

Speaker Milestones

December 3, 2003:

Speaker’s attendance assurance required

January 9, 2004:

Camera-ready copy of paper and Speaker fee due

January 30, 2004:

Review by Conference Board completed and notifications sent out

February 13, 2004:

Corrected camera-ready papers due

March 8, 2004:

Last date to make hotel reservations

March 31 - April 2, 2004: 
Conference week

Please follow the suggested paper format. We appreciate the hard work that goes into creating well-organized, informative and compelling presentations, and hope the recommendations are of some help. We look forward to seeing you in Washington DC!

Regards,

The Conference Review Board
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