
COM Presentation Guidelines 

 

Standard Meeting Room Setup 

• Personal laptop connections are not permitted for security reasons. 

• Presenters must bring their presentation on a USB stick and upload it to the 

room laptop at least 15 minutes before the session start time (during the 

scheduled break). 

• All presentations must be in PowerPoint format (16:9 aspect ratio). 

If your presentation is created in Keynote (Mac/Apple), it must be converted 

and submitted as a PowerPoint file. 

• To ensure smooth delivery, presenters are encouraged to minimize or avoid 

videos and animations. If your presentation includes video, please also save 

the video file separately on your USB stick. 

• Each meeting room will be equipped with: 

o Screen and projector 

o Laptop 

o Wireless slide advancer and laser pointer 

o Podium microphone and small sound system 

• The presentation laptop will be placed on a head table next to the podium.  

• Laptops specs (Windows 11, PowerPoint latest, adobe acrobat reader). 

• Internet access is NOT available on presentation computers. As a result, 

you will not be able to access external platforms such as YouTube, Vimeo, 

Dropbox, or Prezi during your presentation. 


