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Guidelines for Presenters 
and copyright clearance form
Revised Deadlines 

15 July 2007

· Submission of abstract (250 words maximum). The abstracts will be linked to the program on the conference website in all conference languages.

31 July 2007

· Final write-up prepared as per authors’ guidelines (2,500 word maximum)
31 August 2007

· 15-min presentation in either of the following formats: 

· Slideshow (e.g.: Microsoft Power Point, OpenOffice Impress)

· Multimedia
· Screenshot sequence (if you plan to do a live web-based presentation)
Your Abstracts

Your abstract should provide a focused summary of the subject of your presentation. Abstracts will be published in all conference languages on the conference website and distributed to all participants ahead of the event. You have already received the form which you should use to submit your abstract to presenter@web2fordev.net. Please respect the deadline of 15 July 2007.
Your Write-up
You are requested to submit your final write-up in electronic format (Microsoft Word) to the conference organizers using the following email address: presenter@web2fordev.net  no later than 31 July 2007. 
Please note that a selection of papers presented at the conference will be published on a special issue of Participatory Learning and Action as an IIED/CTA co-publication. 

Language and style 

Please try to use a clear and accessible style when writing contributions: 

· Keep sentences short and simple;
· Avoid jargon, theoretical terminology and academic language; 

· Explain any specialist terms that you do use and spell out acronyms in full, at least at their first appearance;
· Use the active voice: 'we did' rather than 'it was done'. 
If selected for publication the editors reserve the right to adjust the style of your write-up style to certain standards of uniformity.

Length

The write-up should not exceed 2500 words (excluding your personal contact details and references)

Format

Scripts must submitted in digital format (MS Word or Open Office equivalent or later), Page size A4, single-spaced with 2.54 cm wide margins. Please keep your formatting as simple as possible. Titles and headings should be lower case, except for the initial capital of the first word. Use bold 14 for main headings and Bold 11 for sub-headings.
General

The corresponding author should be identified (include postal address, fax number and e-mail). Full postal addresses must be given also for all co-authors. You should retain a copy of your paper since we cannot accept responsibility for damage or loss of documents.
References

If references are mentioned, please include details. However references should be kept to a minimum. 

Nonetheless, all publications cited in the text should be presented in a list of references following the text of the manuscript. In the text refer to the author's name (without initials) and year of publication (e.g. "Since Peterson (1993) has shown that..." or "This is in the agreement with results obtained later (Kramer, 1994)"). For three or more authors use the first author followed by "et al.", in the text. The list of references should be arranged alphabetically by authors' names. The manuscript should be carefully checked to ensure that the spelling of authors' names and dates are exactly the same in the text as in the reference list. 

Copyright clearance

You are required to sign the “Terms and Conditions for Presenters/Authors” for your work to be presented at the Web2forDev Conference.

Your Presentation 

Presentation Length

It is your responsibility to prepare your talk to fit within the allowed time frame of 15 minutes for the presentation. It is important to keep to the allotted time - for logistical reasons, as well as out of respect for co-presenters. Time keeping will be strict. 

Presentation Preparation

Please keep the following in mind:

· Be sure that your presentation is easy to understand for the entire audience, especially for non-native English speaking attendees. Please note that while plenary presentations will be interpreted in English, French and Spanish, only some presentations in parallel sessions will benefit from simultaneous interpretation.
· Be specific, give examples, concentrate on concrete Web2.0 experiences.
Presentations can be delivered as slide shows (Microsoft PowerPoint / OpenOffice Impress), multimedia or live web presentations. 

Here are some suggestions for preparing a slide presentation: 

· Minimize the number of slides

· The number of bullets per slide should not exceed 6

· The number of lines per bullet should not exceed 3
· Title font should be at least 40

· Body text should be at least 24
· Use plain (sans serif) fonts (Arial, Tahoma, Verdana)

· Text colour should stand out from background (ensure sufficient contrast)

· Avoid images as background for text

· Screenshots in slides and live demos should be taken/run at 800*600 - max 1024*768 resolutions. Any higher resolution would make the screen details hardly visible when projected.

· Prefer charts to tables with figures  

· List items; do not write full sentences, except for citations

· Don’t expect the audience to read more on a slide than what you plan to say (keep the text short)

· Use images to convey what you do not have the time to say (images should support your message) 

· Compress images if you plan to distribute your PPT or convert it to PDF
· Test and time your presentation
Presentation Setup

Each room will be equipped with a data projector and a conference PC with the ability to accept data from a USB storage device. Each room will also have an assigned technical assistant. 

Submission of slideshows, multimedia or series of screenshots
We would like to receive your presentations in electronic format by 31 August 2007. 

This will allow us to check that the slides can be displayed correctly using the available equipment as well as to prepare a CD containing conference presentations. 
If you are going to use video and audio, we would like to receive these as well to check for format compatibility and make arrangements for audio speakers availability in the rooms.

Slides and other presentation materials will be posted on the Conference Web site during and after the Conference.

For files exceeding 5 MB please submit these via e-mail to presenter@web2fordev.net. 
For files exceeding these dimensions, please write to us at presenter@web2fordev.net and we will arrange an FTP connection.
Your Presentation Session

You should register with your session chair at least 15 minutes before the start of your session. The chair will brief you regarding the requirements of the session.

ANNEX 1
Terms And Conditions for Presenters/Authors

By signing this form Presenters/Authors agree to the terms and conditions relative to the work they present at the Web2forDev Conference.

1. All work presented at the Conference (slideshows, handouts, flyers, brochures, pdf documents, MS Word documents, multimedia), constitutes the original work of the author/presenter, and he/she is the owner of the copyright.

2. Presenters/authors agree to their presentations being distributed freely on the Conference Web site during and after the conference. A statement will be published prohibiting the use of any of the presentations for commercial purposes (see Annex). 
3. All presenters/authors will retain non-exclusive intellectual property rights in their work. 
Please tick the intellectual property option you prefer:

 FORMCHECKBOX 

Option A - Work must carry the following copyright statement on the last screen (slideshow, video, animation) or the last page of any written document:

“Copyright [your name] [year]. This work is the intellectual property of the author. Permission is granted for this material to be shared for non-commercial, educational purposes, provided that this copyright statement appears on the reproduced materials and notice is given that the copying is by permission of the author. To disseminate otherwise or to republish requires written permission from the author."

 FORMCHECKBOX 
 
Option B - Work must carry a Creative Commons license of choice that will allow the Conference organisers to distribute the work freely for non-commercial use on the Conference Web site. The text or code for the selected license should be included in the last screen (slideshow, video, animation) or the last page of any written document.
4. Definitions: 

"Presenter" means the original creator/author; the individual, individuals, entity or entities who created the work, or if no individual or entity can be identified, the publisher of the work presented at the Conference, and any adaptation, derivation, or translation thereof. 

"Presentation" means any single item or collection of works presented in the format chosen, which represents intellectual creation and output on the part of the presenter; literary, artistic, scientific, or otherwise, whatever its mode or form of expression (digital, interactive, compilation of data, applied art, illustration, map, plan, sketch or three-dimensional work).

"Distribute" for the purposes of these terms means to make the original presentations available in the public domain, free of charge, through the Conference Web site, during the duration of the conference, and for a period of time to be decided thereafter.  

"Reproduce" means to make copies of the works/presentations published on the Conference Web site. 

I hereby agree to the above terms and conditions related to presentation materials at the Web2forDev Conference, to be held at FAO, Rome, on 25-27 September 2007. 
Signed by the presenter/author: ……………………………………
Date: ………………………………………………….. 

Note: please print, sign and return this form by mail to the conference secretariat at the following postal address:

Web2ForDev Conference Secretariat 

c/o Technical Centre for Agricultural and Rural Co-operation ACP-EU

P.O. Box 380

NL 6700AJ Wageningen

The Netherlands 

You may also submit a scanned version to presenter@web2fordev.net 

or send a fax to +31 317 460067[image: image1.jpg]



