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Handbook for Speakers 
 

Preparation of a lecture presentation at the EPE Conference 
 
 
So you are going to present a paper at the EPE Conference ... 
 
... congratulations, in the European professional power electronics world it is considered an 

honour to have a paper accepted by the international selection committee for presentation at 
the 9th European Conference on Power Electronics and Applications. 

 
... and good luck, since you are of course eager to get your ideas across to your colleagues who 

will come from many countries and who are prepared to learn from your experience. 
 
A good presentation requires some preparation.  Much of the preparatory work consists of trifles.  
But do not underestimate the troubles ... and the results. 
 
These notes have been written for your help.  Do not discard these unless you are definitely sure that 
you have already used all the ideas in the author’s checklist. 
 
A “slide” in the following text is either an overhead projection transparency or a Power Point 
presentation with a multimedia projector. 
 
 
 
Author’s Checklist 
 
At home 
 
•  write paper according to the rules given with the authors kit 
•  prepare slides according to the suggestions given in the paragraph “Preparation of slides” 
•  do not use too many formulas, and keep them simple 
•  try out the presentation before an audience or with a camcorder: 
 
 - use the slides; 
 - ask for feedback as to the level of presentation; 
 - have the language checked if you are not using your mother-tongue; 
 - be aware of the time limit. 
 
Before the session 
 
•  meet the session chairman 
•  inspect the lecture hall and its facilities: 
 
 - projection equipment; 
 - pointer; 
 - lights; 
 - microphone. 
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At the session 
 
•  speak slowly and as simply as possible 
•  stick to the time limit 
 
 
Preparation at home  
 
You certainly want slides to be made. 
 
Remember that the preparation of slides takes (a lot of) time. 
 
Follow the guidelines given in the paragraph “Preparation of slides”.  It may mean the difference 
between a successful presentation on one hand and a rather incomprehensive presentation on the 
other hand. 
 
Keep slides simple, both diagrams and formulae.  Make sure that the slides really fit the text as 
orally delivered.  Don’t use the illustrations from the written paper as slides.  Generally they require 
significant time to understand. 
 
A poor slide is not better than no slide at all, it is far worse than no slide at all.  A poor slide will 
embarrass the audience and later embarrass you!  Someone will have the courage to tell you! 
 
Avoid the use of too many slides: 10 are already a lot, 20 may be killing for your 15 minutes 
presentation. 
 
There is a great difference between “writing” and “reading” a paper as far as the contents is 
concerned.  The reading of a “written paper”, or of parts of it, hardly ever gives satisfactory results.  
A written paper is usually compact, providing a relatively high density of detailed information, exact 
formulation and derivation or formulae.  Little redundancy is allowed, but literature references and 
cross-references are permitted.  If, however, for some reason “reading” a text is unavoidable, e.g. 
because of language difficulties, then this text should be specially prepared with a view to oral 
presentation. 
 
In an oral presentation the speaker has the opportunity to present his information in a conversational 
style.  By far the best way is to discuss the topics using only a set of notes containing the essential 
points, instead of reading a text. 
 
It is a good idea to make these notes on a set of cards as used in card files.  In order to have a 
smooth start of the lecture, and a clear conclusion at the end, write out completely the opening and 
the closing sentences.  But otherwise try to suffice with short notes. 
Remember: you are the expert in the room on the topic that you are going to discuss. 
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A lecture ought to contain three parts: 
 
-  the introduction stating explicitly the topic of the lecture (perhaps 3 minutes); 
-  the main body; 
-  the conclusions, summarising the lecture (perhaps 3 minutes). 
 
The total amount of time allocated per lecture will be 15 minutes, plus 5 minutes time for 
discussions. 
Because of time limits only main topics can be treated; they should be in an easily understandable - 
not very mathematical - form. 
 
For derivations of formulae and less important details one should refer to the proceedings, as in an 
oral presentation the introduction of the terms, definitions and symbols may be relatively lengthy to 
allow the audience to become familiar with them (the listener cannot look back as it is the case when 
reading a written contribution). 
 
It is far better to treat a few subjects in a clear and comprehensible way than many subjects in a 
hurry.  As the proceedings have been distributed among the participants, authors should certainly 
not try to present the full text of their papers. 
They should concentrate rather on a short formulation and motivation of the problem being 
discussed and on the obtained results. 
 
After these preparations you ought to feel quite confident.  The only thing that remains to be done is 
to try out the presentation (including the use of slides) with some co-workers and on a camcorder.  
If you will speak in a language that is not native to you then try to get some feedback on that aspect 
too. 
Mispronunciations (e.g. “angel” instead of “angle”) may spoil the whole performance. 
 
Be aware of the time limit.  It requires much skill (or training and self-discipline) to stick to the 
allocated time. 
 
Preparations just before the session 
 
The speaker is invited to meet the session chairman. 
 
Familiarise yourself with the environment and the technical equipment: 
 
 1- slides projection; 
 2- microphone; 
 3- pointer; 
 4- lights. 
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At the session 
 
An author should be present in person at the conference, otherwise his paper is liable to be not 
presented and not discussed. 
 
See to it that your time-table is strictly adhered too. 
It is impolite to force other lecturers at the end of the meeting into the bad position of having 
insufficient time, or of lecturing to a tired audience.  Allow sufficient time for the slides.  Please move 
over to the conclusions if ever your chairman warns you that your time is up. 
 
One has to appreciate the fact that at an international congress most listeners use another language 
than the speaker.  Therefore one should speak slowly and as simply as possible, with much more 
redundancy than in written papers. 
 
Do not have things circulated during the lecture; this diverts the attention.  Experience has taught that 
circulating objects loose their correct sequence on their way. 
 
While you are projecting a picture, explain it (e.g. the co-ordinates and parameters) before you 
continue your lecture.  Do not expect the audience to try to understand the picture while you are 
already talking about conclusions or even other topics. 
 
 
 
 
Preparation of slides 
 
Effect of slides 
 
Good slides are an effective tool in holding audience attention, in clarifying and amplifying the verbal 
message. 
 
Bad slides have the opposite effect: They distract and irritate the audience.  It is discourteous to 
project slides that cannot be read or understood by viewers in the rear seats.  It is, however, easy to 
make better slides by keeping to a few simple rules that are presented and explained on the 
following pages. 
 
Dimension of slides 
 
For the EPE 2001 Conference we are concerned only with Power Point presentations or A4 
transparencies.  The lay out must be of the landscape type. 
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Delivering your presentation 
 
Your Power Point presentation is expected by the local team around August 1st.  The file is to be 
sent by e-mail to epe2001@unileoben.ac.at.  The name of the file should include the number of the 
session and the paper number: LSxy-PP0XXXX.ppt.  Your file will be tested by the local team and 
copied on the local PC in the conference room to ensure that the presentation will run smoothly 
without set up waiting time.  Just in case, you should also bring transparencies with you as a 
back up. 
You are asked to send your presentation also to your session chair for a check. 
 
Principles of good slides 
 
Idea concentration 
 
A good slide conveys a single, significant message to support the oral presentation.  Several simple 
slides are more effective than one complicated slide. 
 
Simplification 
 
It is usually advantageous to simplify all tables, graphs, diagrams and drawings.  Reduce lines and 
wording to a bare minimum.  Supplementary information may be presented orally. 
 
Graphs better than tables 
 
Tables require interpretation and are recommended only if the presentation cannot be portrayed 
graphically. 
 
Size references 
 
A photograph should generally include some object of known size to show dimensions if the size is 
of any interest and if the main object does not give any clue; a few examples: a person, a head, a 
hand, a fingertip, a matchbox, a pencil, or a millimetre-gird graph paper as a background. 
 
Lay-out  
 
The artwork should be planned, if possible, with such proportions that the net picture area is 
efficiently utilised. There is no necessity of placing a company’s or university’s logo on every slide as 
this will consume precious space. 
 
Critical use of illustrations 
 
When reproducing material from printed publications, check their suitability according to our 
principles, and use only unfolded and unwrinkled originals for the best results.  In most cases even 
good illustrations cannot be used because they contain too many details. 
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Text legibility 
 
Legend should be concise with sufficiently large letters (height about 2.5 - 3.0 % of picture width).  
Limit each table (or tabulation) to about 25 words or data.  Spacing between words and lines 
should be more ample than in ordinary printed text. 
 
Formulae and equations 
 
When formulae and mathematical equations are used they should be limited to a few lines.  Not 
more than one hundred letters, symbols and figures should be used on one slide. 
 
Colour 
 
Colour slides are highly effective.  Colour can be used in graphs, diagrams, etc …, to clarify and 
direct attention to areas that might be lost in black and white. 
 
Duplicate 
 
Plan to duplicate slides if one particular slide is to be shown more than once.  This will reduce the 
confusion in hunting the slide when it reappears on the slide listing. 
 
 
 
Information: EPE 2001 Secretariat 
 c/o VUB-TW-SRBE/KBVE 
 Pleinlaan 2 
 B-1050 BRUSSELS 
 Belgium 
 Phone: 32-2-629 28 19 
 Fax: 32-2-629 36 20 
 e-mail: epe-association@vub.ac.be 
 
 Local secretariat 
 Department of Electrical Engineering 
 University of Leoben 
 Franz Josef Strasse 18 
 A-8700 Leoben 
 Austria 
 Fax: +43 38 42 402 318 
 e-mail: epe2001@unileoben.ac.at 
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List of lecture session chairpersons  
 

L1a 2 Dr. Oscar Apeldoorn ABB Industrie AG Switzerland oscar.apeldoorn@ch.abb.com 
L1a 2 Mr. Adolf Haböck Siemens A.G. Germany adolf.haboeck@nbg7.siemens.de 
L1b 6 Mr. Gerard Coquery INRETS France gerard.coquery@inrets.fr 
L1b 6 Dr. Jouko Niiranen ABB Corporate Research Oy Finland Jouko.Niiranen@fi.abb.com 
L1c 9 Prof. Dr. Ir. Ralph Kennel Bergische Universitaet Germany kennel@emad.uni-wuppertal.de 

L1c 9 Mr. Andrea Vezzini Biel School of Technology 
and Architecture 

Switzerland andrea.vezzini@hta-bi.bfh.ch 

L1d 10 Prof. Michel Crappe Faculté Polytechnique de 
Mons 

Belgium mcrappe@motelec.fpms.ac.be 

L1d 10 Prof. Wlodzimierz Koczara Warsaw University of 
Technology 

Poland W.Koczara@isep.pw.edu.pl 

L2a 2 Dr. Thierry Meynard LEEI - ENSEEIHT France thierry.meynard@leei.enseeiht.fr 

L2a 2 Prof. Jacobus Daniel van 
Wyk 

Virginia Polytechnic Institute 
and State University 

USA daan@vt.edu 

L2b 6 Prof. Bernard de Fornel ENSEEIHT France defornel@leei.enseeiht.fr 

L2b 6 Prof. Manfred Schrödl Technische Universität 
Wien 

Austria manfred.schroedl@tuwien.ac.at 

L2c 8 Prof. Dr. J.A. Ferreira Delft University of 
Technology 

Netherlands J.A.Ferreira@its.tudelft.nl 

L2c 8 Mr. Sandro.M. Tenconi Ansaldo S.p.A. Italy tenconi@ari.ansaldo.it  
L2d 10 Prof. dr. ir. Ronnie Belmans KU Leuven Belgium ronnie.belmans@esat.kuleuven.ac.be 
L2d 10 Mr. Adolf Haböck Siemens A.G. Germany adolf.haboeck@nbg7.siemens.de 
L3a 1 Mr. Pierre Aloïsi   France pierre.aloisi@wanadoo.fr 
L3a 1 Mr. Jean-Louis Sanchez CNRS France sanchez@laas.fr 
L3b 2 Prof. Gaston Maggetto V.U.B.-T.W.-ETEC Belgium gmagget@vub.ac.be 

L3b 2 Prof. dr. ir. Alex Van den 
Bossche 

RUG Belgium Alex.Vandenbossche@rug.ac.be 

L3c 6 Dr. Edwin Kiel Lenze GmbH&Co KG Germany kiele@lenze.de 

L3c 6 Prof. Yves Perriard Ecole Polytechnique 
Fédérale de Lausanne 

Switzerland yves.perriard@epfl.ch 

L3d 10 Dr. Roger Bassett Alstom Research & 
Technology Centre 

United Kingdom roger.bassett@techn.alstom.com 

L3d 10 Prof. Rik De Doncker RWTH Germany dd@isea.rwth-aachen.de 

L4a 1 Mr. José Millán Centro Nacional de 
Microelectronica (CNM) 

Spain millan@cnm.es 

L4a 1 Mr. Franck Sarruz Ferraz - Shawmuth France franck.sarrus@fr.ferrazshawmut.com 
L4b 2 Mr. Frederick Bordry CERN Switzerland Frederick.Bordry@cern.ch 

L4b 2 Prof. Alfred Rufer Ecole Polytechnique 
Fédérale de Lausanne 

Switzerland alfred.rufer@epfl.ch 

L4c 5 Prof Frede Blaabjerg Aalborg University Denmark fbl@iet.auc.dk 

L4c 5 Prof.  Marian Kazmierkowski Warsaw Unversity of 
Technology 

Poland mpk@isep.pw.edu.pl 

L4d 6 Prof. Robert D. Lorenz University of Wisconsin - 
Madison 

USA lorenz@eceserv0.ece.wisc.edu 

L4d 6 Mr. Werner Wymeersch N. V. Sidmar Belgïe werner.wymeersch@sidmar.be 

L5a 3 Prof. Johann W. Kolar Swiss Federal Institute of 
Technology (ETH) Zurich 

Switzerland kolar@lem.ee.ethz.ch 

L5a 3 Prof. Jorma Kyyrä Helsinki University of 
Technology 

Finland Jorma.Kyyra@hut.fi 

L5b 4 Prof. Greg Asher University of Nottingham United Kingdom gma@eee.nottingham.ac.uk 

L5b 4 Prof. Jean-Paul Louis  Ecole Normale Supérieure de 
Cachan 

France Jean-Paul.LOUIS@lesir.ens-cachan.fr 
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L5c 6 Dr. Jürgen Reinert Emotron AB Sweden jurgen.reinert@emotron.se 

L5c 6 Prof. Walter Schumacher 
Technische Universität 
Braunschweig Carolo-
Wilhelmina 

Germany schu@leo.ifr.ing.tu-bs.de 

L5d 13 Prof. Tore Undeland Norwegian University of 
Science & Technology 

Norway Tore.Undeland@elkraft.ntnu.no 

L5d 13 Prof. André Vandenput Technische Universiteit 
Eindhoven 

Nederland a.j.a.vandenput@tue.nl 

L6a 3 Prof. Pierre Mathys ULB Belgium pmathys@ulb.ac.be 

L6a 3 Prof. Javier Uceda Universidad Politécnica de 
Madrid 

SPAIN uceda@upmdie.upm.es 

L6b 4 Prof. Michael Braun Universität Karlsruhe Germany braun@eti.etec.uni-karlsruhe.de 
L6b 4 Mr. Paul Thogersen Danfoss A/s  Denmark paul_thogersen@danfoss.dk 

L6c 6 Prof. Emil Levi Liverpool John Moores 
University 

United Kingdom e.levi@livjm.ac.uk 

L6c 6 Prof. Francesco Profumo  Politecnico di Torino Italy profumo@polito.it 
L6d 11 Prof. Mats Alakula IEA/LTH Sweden mats.alakula@iea.lth.se 
L6d 11 Dr. U. Putz   Germany u.putz@berlin.de 

 


