Instructions for session chairs of ICOPE-2023
English follows Japanese:
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TO: ICOPE-2023 session chairs

Please arrive at the session room 10 minutes before the scheduled start time and complete the
following tasks.
* Before the session starts
» Make sure all presenters are present.
» If the presenter does not show up at the allocated time, please do not move up the
presentation time and wait.
» Please make sure that the movie file for Video Presentation has been downloaded to
the PC at the session room and that the video can be played normally.
» PCs areinstalled in each room (files can be transferred via USB (Type A)), but basically,
please ask the presenter to use the presenter's own PC.
» Connect to the presenter’s own PC with an HDMI cable. An HDMI conversion
connector is to be prepared by the presenter.
» Distribution of evaluation sheets (paper with link information to the questionnaire
system)
<> Distribute evaluation sheets for student competitions and other competition.
Please inform the evaluators that the presentations, that are indicated as student
Comp. Other Comp. in the online program, are subject to be reviewed.
<> Please distribute the award evaluation sheet to at least 5 people including the
chairpersons.

<> Some people are assigned as evaluators in advance, so please check at the venue.
<> If the online system for award evaluation is not working, please inform that the
evaluators should fill in the paper entry form, collect them after the session, and
hand it to the staff.
* Session

» 20 minutes/presentation (15 minutes of presentation, 5 minutes for QA)

» The staff will ring the bell at 12, 15 and 20 minutes from the start.

» For video presentations, the chair should play the movie. If there are questions from
the audience, please ask the co-authors to answer. If there is no co-author or they
cannot reply, please announce to send the e-mail directly to the author.

* Post-session
» Collect evaluation sheets (paper) and hand them to the staff.
* For emergency contact

» Inthe event of an emergency, please fill out the contact memo and hand it over
through the staff.

» Inthe event of an emergency such as an earthquake, please follow the instructions
given at the venue.
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