
All Authors Kit

Instruction and Master Checklist
This kit is to be completed by ALL authors.  Additionally, authors 
presenting classified OR unclassified papers in the Classified Technical 
Program must also complete the Classified Technical Program 
Supplemental Authors Kit.

Instructions
Authors preparing and submitting papers for the Unclassified Technical Program
This kit provides instructions and all necessary forms for submitting papers for the MILCOM 2006 Unclassified Technical 
Program. Electronic papers for the Unclassified Technical Program must be prepared following the formatting guidelines 
provided in this kit and submitted as described below.

Authors preparing and submitting papers for the Classified Technical Program
The Classified Technical Program Supplemental Authors Kit contains additional forms and instructions for preparing and 
submitting papers for the Classified Technical Program. Authors submitting papers for the Classified Technical Program must 
complete all applicable MANDATORY and OPTIONAL forms in this kit and the additional Classified Technical Program form 
(A through G) in the Supplemental Authors Kit. Papers for the Classified Technical Program must be prepared and submitted 
following the formatting guidelines and instruction provided in the Supplemental Authors Kit. 

Draft papers for the Unclassified Technical Program are to be uploaded to WAMS no later than May 31, 2006. 
Final papers for the Unclassified Technical Program are to be uploaded to WAMS no later than August 4, 2006. 
Please read all instructions carefully. All presenters must register for the conference. (See on-line Conference Registration.)

If you plan to attend any Classified Technical Program session
U.S. Citizens must submit Form E (Security Clearance Form – U.S. Citizens) in the Classified Technical Program 
Supplemental Authors Kit. 

*MILCOM 2006 will not process any clearance forms at the conference.

Presentations (Deadline for advance submission is September 29, 2006)

Presentations for the Unclassified Technical Program must be submitted electronically to WAMS using the associated 
paper identification number.

Presentations for the Classified Technical Program MUST be submitted following the instructions in the Supplemental 
Authors Kit.

*No hand-carried presentations will be accepted.

Master Checklist (Unclassified Technical Program)	 Due Date

	 Enter paper abstract into the Web Abstract Management System (WAMS)	 Mar 31, 2006
	 Upload an electronic copy of DRAFT paper to the Web Abstract Management System (WAMS)	 May 31, 2006
	 Upload an electronic copy of FINAL paper to the Web Abstract Management System (WAMS)	 Aug 4, 2006
	 Upload an electronic copy of presentation to the Web Abstract Management System (WAMS)	 Sep 29, 2006

MANDATORY FORMS
	 Approval Endorsement Form – All Authors – Form B (draft papers)	 May 31, 2006
	 IEEE Copyright – Form A	 July 28, 2006
	 Approval Endorsement Form – All Authors – Form B (final papers)	 July 28, 2006
	 Over-length Paper Instructions (Required if paper length exceeds 7 pages) – Form D	 July 28, 2006
	 Speakers Breakfast RSVP, A/V Equipment Reservation and Media Interview Availability – Form C	 Sept. 1, 2006

OPTIONAL FORMS
	 Student Travel Support Application – Form E	 July 28, 2006

Export Control Statement
U.S. Authors are responsible for ensuring that all materials submitted for potential publication or disclosure at MILCOM 2006 
have received the necessary governmental foreign disclosure and/or public release approvals and for complying with all 
applicable U.S. export control laws and regulations, including the International Traffic in Arms Regulation (ITAR), 22 C.F.R. 
120 et seq. For more information, see h t t p : / / w w w . p m d t c . o r g . 

http://www.pmdtc.org
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Preparing Unclassified Papers

General Information and Instructions

Please follow the instructions carefully. Omitting any step can jeopardize inclusion of your paper in the Conference 
Proceedings. Electronic submission of your paper is required. Upload an electronic copy of your final paper to the MILCOM 
Web Abstract Management System (WAMS) on the MILCOM 2006 website. Page size will be 8-1/2 in. x 11 in., not to 
exceed seven (7) pages, including all illustrations. For papers that exceed seven (7) pages, see Form D (Over-length 
Paper Instructions).

Paper Format Specifications

	 •	 Prepare your paper using full size 
format 8-1/2 x 11 in. (21.6 cm x 
27.9 cm).  Image area is 7-1/2 x 
9-1/2 in

	 •	 Top margin is 1/2 in. bottom margin 
is 1 in

	 •	 Right and left margins are 1/2 in

	 •	 Layout is 2-column, 3-5/8 in. per 
column, justified

	 •	 Paper title is all capitals, centered, 
12 pt., Times Roman bold

	 •	 Headings are all capitals, centered, 
11 pt., Times Roman bold

	 •	 Text font is 11 pt. Times Roman, 
single space

	 •	 Position figure numbers and titles 
below each figure; position table 
numbers and titles above each 
table

	 •	 Embed all tables, charts, scans of 
photos and artwork within the text

	 •	 Page numbers are centered, 9 pt. 
Times Roman, placed in the footer 
in the format “1 of 6”

	 •	 The first paragraph must be the 
abstract in 11 pt. Times Roman 
Italic

	 •	 See figure at right for sample 
layout

	 •	 Footnotes may be placed at the 
bottom of the page in 9 pt. Times 
Roman, single-space
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Title Examples
SAMPLE TITLE OF PAPER WITH ONE AUTHOR 

OR MULTIPLE AUTHORS ALL HAVING THE SAME 
AFFILIATION

Janice Doe
Northrop Grumman Corporation

Carson, CA

SAMPLE TITLE OF PAPER WITH ONE AUTHOR OR 
MULTIPLE AUTHORS ALL HAVING DIFFERENT 

AFFILIATIONS

	 Janice Doe		  John Smith
	Northrop Grumman Corp	 and	 The Mitre Corporation
	 Carson, CA		  McLean, VA

Artwork
Artwork will reproduce best if these guidelines are followed: 
Line selection should be simple (a number 1 line with a 
number 2 line used for emphasis). Shading should be kept to 
a minimum: Use only to show emphasis or flow. Text should 
be 11 pt. Times Roman, black. Do not use color or shadow 
text. Do not submit any hand drawn artwork or text. Good 
and poor art examples are shown below.

Preparing Unclassified Papers (continued)

Electronic Manuscript Format Guidelines
Acceptable Formats
Papers are requested to be submitted electronically in 
Portable Document Format (PDF). PDF files are more likely 
to preserve your intended layout than other formats. You 
will need Adobe Acrobat, or comparable tool, to create PDF 
files. Be sure to embed all fonts, images, and figures. If using 
acrobat, select Print in the file menu. Select Acrobat Distiller 
from the drop-down menu. Under Properties, select Print 
from the drop-down menu and deselect “Do not send fonts to 
Distiller.” This box must NOT be checked.

For further instructions on how to prepare your PDF to 
meet IEEE standards, please see h t t p : / / w w w . i e e e . o r g /
o r g a n i z a t i o n s / p u b s / c o n f / s t a n d a r d s  at the IEEE website 
under “IEEE Requirements for PDF Documents intended for 
IEEE Xplore.”

If you need assistance in creating your PDF file, send your 
document to the email address below, and MILCOM 2006 will 
convert it: w a m s @ s p a r g o i n t e r a c t i v e . c o m . The subject line 
of your message must be ‘MILCOM Papers”.

File Size Limits
File size must not exceed 5 MB.

Including Graphics/Images
The type of graphics you include will affect the quality 
and size of your paper on the electronic document disc. 
In general, graphics produced by most presentation and 
drawing packages (i.e., Microsoft PowerPoint) can be used 
without concern and are encouraged. The use of bitmap 
images, such as those produced when a photograph is 
scanned, require significant storage space and must be used 
with care. Increasing the size, resolution (dots per inch), or 
number of colors in an image will dramatically increase the 
size of the image.

IMPORTANT
Naming Convention
Use your Abstract ID Paper Tracking Number followed by the 
appropriate file extension as your file name. For example, if 
your Paper Tracking Number is 134, file name will be 134.pdf.

Upload Your File(s).
Launch your Internet browser and go to the MILCOM 2006 
website h t t p : / / w w w . m i l c o m . o r g / 2 0 0 6 / / . Once there, 
click on the Submit Paper link, and follow the instructions 
provided. Check that your e-mail address is correct on the 
MILCOM 2006 website, to ensure that you can be notified 
that your paper has been received.

If you have a technical problem uploading your file, contact: 
w a m s @ s p a r g o i n t e r a c t i v e . c o m . The subject line of your 
message must be ‘MILCOM Papers”. 

http://www.ieee.org/organizations/pubs/conf/standards
http://www.ieee.org/organizations/pubs/conf/standards
mailto:wams@spargointeractive.com
http://www.milcom.org/2006
mailto:wams@spargointeractive.com
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Form A: IEEE Copyright

To ensure uniformity of treatment among all contributors, other forms may not be substituted for this form, nor may any 
wording of the form be changed. This form is intended for original material submitted to the IEEE and must accompany any 
such material in order to be published by the IEEE. Please read the form carefully and keep a copy for your files.

TITLE OF PAPER/ARTICLE/REPORT/PRESENTATION/SPEECH (hereinafter, “the Work”):

COMPLETE LIST OF AUTHORS:

IEEE PUBLICATION TITLE (Journal, Magazine, Conference, Book): MILCOM 2006 Proceedings

Copyright Transfer
The undersigned hereby assigns to the Institute of Electrical and Electronics Engineers, Incorporated (the “IEEE”) all rights 
under copyright that may exist in and to the above Work, and any revised or expanded derivative works submitted to the IEEE 
by the undersigned based on the Work. The undersigned hereby warrants that the Work is original and that he/she is the author 
of the Work; to the extent the Work incorporates text passages, figures, data or other material from the works of others, the 
undersigned has obtained any necessary permissions. See next page for Retained Rights and other Terms and Conditions.

Author Responsibilities
The IEEE distributes its technical publications throughout the world and wants to ensure that the material submitted to its 
publications is properly available to the readership of those publications. Authors must ensure that their Work meets the 
requirements of IEEE Policy 6.4, including provisions covering originality, authorship, author responsibilities and author 
misconduct. The full policy may be viewed at h t t p : / / w w w . i e e e . o r g / p o r t a l / c m s _ d o c s / a b o u t / w h a t i s / p o l i c i e s / p p 6 . p d f . 
Authors are advised especially of IEEE Policy 6.4.1B(k): “It is the responsibility of the authors, not the IEEE, to determine 
whether disclosure of their material requires the prior consent of other parties and, if so, to obtain it.” Authors are also advised 
of IEEE Policy 6.3.B: “It shall be acknowledged that statements and opinions given in work published by the IEEE are the 
expression of the authors. Responsibility for the content of published papers rests upon the authors, not IEEE.”

General Terms
The undersigned represents that he/she has the power and authority to make and execute this assignment. The undersigned 
agrees to indemnify and hold harmless the IEEE from any damage or expense that may arise in the event of a breach of any 
of the warranties set forth above. In the event the above work is not accepted and published by the IEEE or is withdrawn by 
the author(s) before acceptance by the IEEE, the foregoing copyright transfer shall become null and void and all materials 
embodying the Work submitted to the IEEE will be destroyed. For jointly authored Works, all joint authors should sign, or one 
of the authors should sign as authorized agent for the others.

(1)

Author/Authorized Agent for Joint Authors	 Date

U.S. Government Employee Certification (where applicable)
This will certify that all authors of the Work are U.S. government employees and prepared the Work on a subject within the 
scope of their official duties. As such, the Work is not subject to U.S. copyright protection.

(2)

Authorized Signature	 Date
(Authors who are U.S. government employees should also sign signature line (1) above to enable the IEEE to claim and protect its copyright in international jurisdictions.)

Crown Copyright Certification (where applicable)
This will certify that all authors of the Work are employees of the British or British Commonwealth Government and prepared 
the Work in connection with their official duties. As such, the Work is subject to Crown Copyright and is not assigned to the 
IEEE as set forth in the first sentence of the Copyright Transfer Section above. The undersigned acknowledges, however, that 
the IEEE has the right to publish, distribute and reprint the Work in all forms and media.

(3)

Authorized Signature	 Date
(Authors who are British or British Commonwealth Government employees should also sign line (1) above to indicate their acceptance of all terms other 
than the copyright transfer.)

http://www.ieee.org/portal/cms_docs/about/whatis/policies/pp6.pdf
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Form A: IEEE Copyright (Continued)

RETAINED RIGHTS/TERMS AND CONDITIONS
Authors/employers retain all proprietary rights in any process, procedure, or article of manufacture described in the Work.

Authors/employers may reproduce or authorize others to reproduce the Work, material extracted verbatim from the Work, or 
derivative works for the author’s personal use or for company use, provided that the source and the IEEE copyright notice are 
indicated, the copies are not used in any way that implies IEEE endorsement of a product or service of any employer, and the 
copies themselves are not offered for sale.

Authors/employers may make limited distribution of all or portions of the Work prior to publication if they inform the IEEE in 
advance of the nature and extent of such limited distribution.

In the case of a Work performed under a U.S. Government contract or grant, the IEEE recognizes that the U.S. Government 
has royalty-free permission to reproduce all or portions of the Work, and to authorize others to do so, for official U.S. 
Government purposes only, if the contract/grant so requires.

For all uses not covered by items 2, 3, and 4, authors/employers must request permission from the IEEE Intellectual Property 
Rights office to reproduce or authorize the reproduction of the Work or material extracted verbatim from the Work, including 
figures and tables.

Although authors are permitted to re-use all or portions of the Work in other works, this does not include granting third-party 
requests for reprinting, republishing, or other types of re-use. The IEEE Intellectual Property Rights office must handle all 
such third-party requests.

INFORMATION FOR AUTHORS
IEEE Copyright Ownership
It is the formal policy of the IEEE to own the copyrights to all copyrightable material in its technical publications and to the 
individual contributions contained therein, in order to protect the interests of the IEEE, its authors and their employers, and, 
at the same time, to facilitate the appropriate reuse of this material by others. The IEEE distributes its technical publications 
throughout the world and does so by various means such as hard copy, microfiche, microfilm, and electronic media. It also 
abstracts and may translate its publications, and articles contained therein, for inclusion in various compendiums, collective 
works, databases and similar publications.

Author/Employer Rights
If you are employed and prepared the Work on a subject within the scope of your employment, the copyright in the Work 
belongs to your employer as a work-for-hire. In that case, the IEEE assumes that when you sign this Form, you are authorized 
to do so by your employer and that your employer has consented to the transfer of copyright, to the representation and 
warranty of publication rights, and to all other terms and conditions of this Form. If such authorization and consent has not 
been given to you, an authorized representative of your employer should sign this Form as the Author.

Reprint/Republication Policy
The IEEE requires that the consent of the first-named author and employer be sought as a condition to granting reprint or 
republication rights to others or for permitting use of a Work for promotion or marketing purposes.

PLEASE DIRECT ALL QUESTIONS ABOUT THIS FORM TO:
Manager, IEEE Intellectual Property Rights Office
445 Hoes Lane
P.O. Box 1331
Piscataway, NJ 08855-1131
Telephone +1 732.562.3966
c o p y r i g h t s @ i e e e . o r g

SEND FORM TO:  Kathy Hudson:  k a t h y . h u d s o n @ n g c . c o m
Northrop Grumman Corporation  •  12011 Sunset Hills Road  •  Reston, VA  20190  •  voice (703) 345-6678, fax (703) 345-7376

mailto:copyrights@ieee.org
mailto:kathy.hudson@ngc.com
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Applicability
This form must be completed for all draft and final papers submitted to MILCOM 2006. 
ABSTRACTS ARE EXEMPT FROM THIS REQUIREMENT.

Identifying Information

Title of Paper:	 Paper Tracking No. (Required):

Author’s/Presenter’s Name:

Author’s/Presenter’s Phone:	 Fax:

Company/University Name/Government Agency:

Email Address:

Mailing Address:

City:	 State:	 Zip:

SECTION 2 – CONTRACT/GRANT INFORMATION

Contract or Grant Number:

US Government Agency Awarding Contract or Grant:

Government Contact Name and Phone Number or Contract or Grant:

Approval for Public Release

	 Required          (Proceed to Section 3)

	 Not Required 

	 Reason

	 Work performed under a grant or contract from a U.S. Government agency that does 
not require pubic release (typically an agency that participated in one or more Federal 
Demonstration Projects, i.e., NSF, ARO, AFOSR and ONR)

	 Other:
(Skip to Section 4)

 SECTION 3 – U.S. GOVERNMENT PUBLIC AFFAIRS OFFICE (PAO) ENDORSEMENT 
(Note, Gov’t PAO’s may contact Henry Kearney, C-E LCMC PAO, 732.532.1258 for questions)

Name of U.S. Government Releasing Official (Print or type)

Official’s Title

Official’s Phone

Company/Organization

Mailing Address

City:	 State:	 Zip:

Releasing Official’s Signature	 Date
(Proceed to Section 4)

SECTION 5 – CERTIFICATION
I certify that all information provided on this form is true to the best of my knowledge.

Author’s/Presenter’s Signature

Form B: Approval Endorsements – Unclassified Papers

SECTION 1 – CHECK AND CERTIFY 
APPROPRIATE STATEMENT
By signing below, author certifies that 
all information used in preparing this 
paper/presentation was derived from 
unclassified/open sources that are publicly 
available, that no information was used 
from work performed or derived from a U.S. 
Government contract or U.S. Government 
grant. Additionally, author certifies that 
he/she has received all required company, 
university, or departmental approvals.

Author’s/Presenter’s Signature            Date
(Skip to Section 4)
By signing below, author certifies that 
information used in preparing this paper/
presentation was derived under U.S. 
Government contract or grant.

Author’s/Presenter’s Signature            Date
(Proceed to Section 2)

SECTION 4 – EXPORT CONTROL 
CERTIFICATION
All authors are responsible for ensuring 
that all materials submitted for potential 
publication or disclosure at MILCOM 2006 
have received the necessary governmental 
foreign disclosure and/or public release 
approvals and for complying with all 
applicable U.S. export control laws and 
regulations, including the International 
Traffic in Arms Regulation (ITAR), 22 C.F.R. 
120 et seq. For more information, see http://
www.pmdtc.org

Author’s/Presenter’s Signature            Date
(Proceed to Section 5)

SEND FORM TO:
Kathy Hudson:  
k a t h y . h u d s o n @ n g c . c o m
Northrop Grumman Corporation  •  12011 Sunset Hills Road  •  Reston, VA  20190  •  voice (703) 345-6678, fax (703) 345-7376

http://www.pmdtc.org
http://www.pmdtc.org
mailto:kathy.hudson@ngc.com
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Form C: Speakers breakfast RSVP, A/V Equipment 
Reservation, and Media Interview Availability

Speaker General Information

Speaker Name:		  Date: 

Title of Paper (Unclassified):

Business Phone:	 Fax Number:	 E-Mail:

Signature:

Speakers Breakfast RSVP
Each speaker is entitled to a complimentary breakfast on the day of his/her presentation. Speakers are encouraged to attend 
the breakfast to find out about last-minute details.

I will attend the Speakers Breakfast	 Yes	 No

Audio/Visual Equipment Reservation
An Intel-based computer with a projector will be provided. Computer Operating System (OS) is Windows XP with Microsoft 
Office software. Microsoft PowerPoint is the preferred application for presentations.

Additional audio/visual equipment, i.e., speakers, monitors, etc. will be made available at cost. To place an order, please list 
the additional equipment that you will need.

I need the following audio/visual equipment: (Please be specific)

Media Interview Availability (Unclassified Program Only)
Journalists from the general news media and trade press will be invited to attend all unclassified sessions at MILCOM 2006. 
They may report anything said or shown at these open sessions. Your presentations and artwork must be planned and 
cleared accordingly. 

If your presentation generates media interest, will you be available for an interview?	 Yes	 No

The MILCOM 2006 publicity committee will handle arrangements for media requests. The interview can be conducted in the 
hotel’s media center, if you desire. Interviewees and their companies or organizations are solely responsible for the following:

•	 The decision to be interviewed
•	 The interview’s content
•	 All security and media relations aspects connected with the information released.

		
We recommend that you coordinate your actions with the public relations or public affairs function within your company or 
organization.  If you have any questions, call or e-mail the MILCOM 2006 Public Relations Chair:
Christy Whitman, (571 213-5302, c h r i s t i n e . w h i t m a n @ n g c . c o m .

SEND FORM TO:  Kathy Hudson:  k a t h y . h u d s o n @ n g c . c o m
Northrop Grumman Corporation  •  12011 Sunset Hills Road  •  Reston, VA  20190  •  voice (703) 345-6678, fax (703) 345-7376

mailto:christine.whitman@ngc.com
mailto:kathy.hudson@ngc.com
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Applicability
Complete this form if your manuscript exceeds seven (7) pages. The fee for pages eight (8), nine (9), and ten (10) is $300 for each page. 
More than 10 pages will not be accepted. Payment for over-length charges must be received in a check, separate from other MILCOM 2006 
fees or charges, by July 28, 2006.

If your final paper exceeds seven (7) pages and no payment is received by July 28, 2006, the manuscript will be truncated at seven (7) pages.

Over-length Fee

Charge for (check all that apply)

	 Page 08 @ $300 =	 $

	 Page 09 @ $300 =	 $

	 Page 10 @ $300 =	 $

	 Total Payment enclosed	 $

Checks must be drawn in U.S. dollars on a U.S. bank and made payable to MILCOM 2006.

Information

Title of Paper:

Author’s Name:

Company/Organization:

Business Address:

City:	 State/Providence:

Country:	 Zip/Postal Code:

Business Phone:	 Home Phone:

E-Mail:

Form D: Over- length Paper Instructions

For Office Use Only

	 Paper Number	 Author(s)

	 Check Amount

	 Check Number

	 Check Date

SEND FORM TO:  Kathy Hudson:  k a t h y . h u d s o n @ n g c . c o m
Northrop Grumman Corporation  •  12011 Sunset Hills Road  •  Reston, VA  20190  •  voice (703) 345-6678, fax (703) 345-7376

mailto:kathy.hudson@ngc.com
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Form E: Student Travel Support Application

Applicability
Travel grants are intended to provide partial reimbursement of travel costs for full-time students attending MILCOM 2006 and making technical 
presentations based on research conducted as part of a graduate-level university degree program in engineering or science. Although the 
primary goal is to provide partial or full reimbursement of transportation costs, the MILCOM 2006 Conference Board does not wish to rule out 
the reimbursement of hotel, registration, or other expenses in certain instances. Applicants are responsible for all visa requirements.

Student Name:	
	 Last	 First	 Middle Initial

Student IEEE Number:	 Non-U.S. Citizen Passport No:

University:

University Address:

City:	 State:	 Zip: 

Advisor’s Name:	 Advisor’s Phone:

Title of Paper:	 Paper Tracking No:

Student Signature: 
	 I am a full-time student at the university listed above

Advisor’s Signature: 
	 I confirm the above information and verify that alternate travel support for this student does not exist

Eligibility Guidelines
•	 Eligibility is limited to full-time university students who are 

enrolled in a graduate program and are making satisfactory 
progress toward a graduate-level engineering or science 
degree, as certified by the student’s graduate thesis advisor.

•	 The student must be the author or a co-author of a technical 
paper that has been accepted for presentation at MILCOM 
2006. The paper must be based on the student’s graduate 
research, as certified by the student’s thesis advisor.

•	 The student must submit this completed application form, 
a copy of the appropriate MILCOM 2006 approval form 
indicating that the paper has been approved for release and 
publication in the MILCOM 2006 Conference Proceeding, 
and upload the final paper to WAMS. The student’s university 
affiliation must be displayed on the paper, and no company 
affiliations may be given.

•	 The student must be a member or student member of IEEE.

Grant Awards
All recipients of a Student Travel Grant will receive a Grant 
Award Letter from the Technical Program Chair specifying the 
amount of the award.

Grant Reimbursement
After the paper is presented, the student must contact the 
MILCOM 2006 Finance Chair, Dana Binford, to receive the 
Grant Award. The student must present a copy of the Grant 
Award Letter signed by the Technical Program Chair and a 
photo ID.

Guidelines for MILCOM 2006 Graduate Student Travel Grants
The guidelines provide uniformity in the selection of MILCOM Student Travel Grant recipients from year to year. However, these are 
guidelines, not restrictions. The final authority in awarding travel grants lies with the Technical Program Chair.

SEND FORM TO:  Kathy Hudson:  k a t h y . h u d s o n @ n g c . c o m
Northrop Grumman Corporation  •  12011 Sunset Hills Road  •  Reston, VA  20190  •  voice (703) 345-6678, fax (703) 345-7376

mailto:kathy.hudson@ngc.com
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Speaker Guidelines

The purpose of the MILCOM 2006 conference is to share 
ideas and stimulate new developments in military and 
commercial communications. As a speaker, you have the 
honor of presenting your material to the communications 
community. You are responsible for maintaining the 
interest of conference participants.

The interest that your audience has in your material and 
the overall satisfaction they have for the conference as 
a whole is affected by the quality of your presentation. 
During previous conferences, surveys revealed what 
audiences liked and disliked about presentations. We have 
summarized some of those findings here to help you.

Even if you are an experienced presenter, we suggest you 
rehearse your material with a small group. Besides helping you 
become more practiced with your presentation, the group will 
provide candid feedback to help you refine your presentation.

These specific suggestions will help you reach your 
audience. If you have questions or need help, contact the 
person who signed your acceptance letter for assistance.

1.	 Use the microphone effectively. Speak to the 
microphone. Keep the volume level of your voice 
constant by pacing your breathing.

2.	 Avoid reading your speech. This is the most 
common complaint. Use an outline with key points 
to keep you on track. Each point should allow you to 
speak from memory for one or two minutes without 
referring to your notes. Use the outline to avoid 
running on.

3.	 Face your audience.  Make eye contact with the 
audience and engage them in your speech.

4.	 Less is more. Center your speech on the unique 
features of the work being described. Provide 
enough context to allow the audience to follow your 
presentation. This leaves more time for interactive 
questions and answers. 

	 Previous audiences have complained that speakers 
consumed the whole time slot, and conference 
participants had insufficient time for questions. 
Your moderator will provide guidance on when to 
terminate the question and answer period.

5.	 Relax. Stage fright causes people to speak faster. 
Breathe deeper and slower—speak slower—pause 
between thoughts.

6.	 Have a clear introduction, body, and conclusion. 
Summarize key points in the conclusion. Explain 
why your work is significant.

7.	 If time permits, solicit questions. When 
answering, repeat the question and then address 
the key point of the question. Do not make an 
elaborate second speech.

8.	 Use visuals. Visuals are a valuable asset to your 
presentation if they are prepared and presented 
well. If you want the audience to read your material, 
the text must be large enough to be read easily (at 
least 20-point text and no more than 8 to 10 lines of 
copy on any charts). Graph lines should be broad 
and dark. Use a pointer to draw the audience to the 
key elements of your visuals.

9.	 Use visuals as your outline. Avoid bringing up 
ideas from the next visual because you could 
duplicate material. Practice your timing and the 
sequence of your visual several times; have a 
contingency in case the visuals are not available.

10.	 Feeling nervous about speaking is natural. You 
should know that the participants want you to do 
well; they will support you. Before your speech, you 
may find it helpful to circulate in the room and find 
out what interests people. This will help with any 
nervousness you might be experiencing and provide 
the opportunity to discuss how your work correlates 
with the interests of others.

11.	 You are an expert and you have a passion for this 
work – show it!  Your efforts are not some cold, 
isolated event. You worked hard—sometimes you 
stayed up all night, sometimes you made mistakes, 
and sometimes you had brilliant insight. Share 
some of these moments; tell about the silly idea that 
blossomed into the discovery and what took you 
there. That is not in your paper, so share it now with 
your IEEE companions.

12.	 If English is not your first language. You are to be 
commended for taking the time and effort to make 
a presentation under extra pressure. Practice your 
presentation with a native English speaker and seek 
advice on pronunciation and timing. 

	 Speak slower than in conversation. If your paper 
has multiple authors, select the one who is most 
fluent in English to make the presentation.

13.	 Fortune favors the brave.
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