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Speaker Information 
Thank you for giving a presentation at the next edition of the conference, I look forward to working with you on 
the event. 

In this document, we have laid out some important information that you will need to be aware of, please read it 
through carefully. 

Presentation Information 
Presentation format: 
Please send your presentation to me in PPT format on or before the deadline for submission.  

The projector at the conference will be set for 16:9 aspect ratio (widescreen) format, please ensure that you use 
this size as your template.  

Proof reading: 
AMI does not undertake to proof-read or edit your final paper and you should therefore check your paper is 
correct before sending us a copy. 

Copyright: 
We would like to remind you that it is your responsibility to obtain copyright permission for materials to be used 
in your presentation including text and illustrations. 

Duration: 
You have been allocated 25 minutes in which to present your paper. You should not attempt to read every word 
during this time, as all the delegates will have a copy of the presentation. You should instead prepare to highlight 
significant points and perhaps give updated information. 

Technical equipment: 
All presentations will be run via the conference laptop, which is operated by a member of the AMI Team.  

There will be a ‘comfort screen’ (small visual monitor) at the speakers’ lectern for you to follow your presentation.  
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Presentation Checklist 
Please ensure that your PowerPoint slides: 

✓ Are written in English 
✓ Are no more than 30 slides (remember you have 25 minutes to present them) 
✓ Have a maximum of 2 slides to introduce your company 
✓ Are not overly commercial; sales pitches do not score highly with delegates 
✓ Do not name your competitors or their products 
✓ Are legible; do not overcrowd your slides or use complex graphs/charts/diagrams and use a minimum 

font size of 20 
✓ Are clear; PowerPoint presentations were designed for bullet points, not paragraphs 

Some useful points to bear in mind when producing your slides are: 
- Who is the audience? Primarily plastic industry professionals, producers, materials suppliers and 

equipment suppliers as well as end-users from all over the world 
- What is the message to be put across? This will depend on your topic but should generally address 

current developments and future trends that will affect or benefit the industry on a global scale 
- What does the audience already know? The audience will be a mix of sales/marketing and technical 

personnel so try to balance technical content with commercial considerations 
- Are you including videos? All video files should be sent to us prior to the conference to ensure they are 

compatible with our equipment. If we do not receive the files in advance, then we cannot guarantee it 
will work on the day 

Some useful points to bear in mind for presenting your slides are: 
- There will be a comfort screen on the lectern, but you may wish to bring a printed copy of your notes as 

well. All presentations will be run by the organisers from the central laptop 
- Make sure you are speaking clearly into the microphone. You will have a fixed microphone and a 

headset, and a chance to rehearse with these before your presentation 
- Avoid simply reading through the text on your slides. Instead, use your slides as notes to expand on. By 

speaking to your audience, you will engage them and hold their attention 
- Keep an eye on the clock. You have only 25 minutes to present your slides 
- Make it clear to the audience and the chairman when you have finished by using a phrase such as "thank 

you for your attention" 

 

 


