
 
 

Dear Speaker, 

 

In order to support you with the preparation of your presentation, we kindly ask you to follow the 

guidelines and recommendations. 

 

Media Check 

The media check of the 9th Library Congress offers you the following services: 

 

• Possibility to check your presentation on a computer 

• Support by our technical staff 

• Uploading of your presentation to the server 

• Making changes in your presentation 

 

To guarantee a smooth handling of your speech, it is important that: 

 

• The presentation is created in the correct format (see below) 

• The presentation is handed in on time at the Media Check:  

   Please hand it in no later than two hours before the start of your session 

 

The Media Check is located in the Foyer of Hall 5, which is in front of the exhibition hall. 

 

Opening times of the Media Check: 

Tuesday, 24.06.              8:00 – 18:00 Uhr  

Wednesday, 25.06.        8:00 – 18:00 Uhr  

Thursday, 26.06.         8:00 – 18:00 Uhr  

Friday, 27.06.     8:00 – 11:00 Uhr 

 
Transfer your presentation 

Please hand in your presentation on an USB-Stick. 

 

Save all files with your presentation (PowerPoint file, video files, etc.) in a folder. We recommend 

saving graphics, photos and videos separately, so that the original files can be re-inserted in case of 

technical problems. 

 

The technical staff will transfer your presentation from the media check in the corresponding 

conference room. You can start them on the computer at the lectern. 

 

If you have more than one presentation at the congress, please save the presentations in different 

folders and clearly indicate the respective details (z.B. Smith_27 05_June_2025). Generally, it is 

recommended to create backup files on a separate medium. 

 

Congress program 

A current program overview with the respective breaks and times can be found at the following 

link: https://bid2025.abstractserver.com/program/#/program/1/horizontal 

 
Session rooms 

Each conference room is equipped with: 

• Beamer and screen (or a monitor in smaller rooms) 

• Lectern and microphone * 

• Computer with Windows 10/11 with audio connection 

• Wireless Remote Control with Laser Pointer 

• Podium table with 2 to 6 seats * 

• Rows of chairs * 

https://bid2025.abstractserver.com/program/#/program/1/horizontal


 
 

* The rooms for the Hands-on Labs are different and equipped with: 

Salon Bergen: rows of chairs for 40 people, 6 high tables behind them, presentation computer, 

projector, screen, lectern, flipchart, presentation wall and case, WLAN within the scope of normal 

congress use  

Salon Franzius: flexible seating for around 50 people, presentation computer, projector, screen, 

lectern, flipchart, presentation wall and case, WLAN within the scope of normal congress use 

Salon London: Block table for up to 30 people, lecture computer, projector, screen, flipchart, 

presentation wall and case as well as multiple sockets and LAN connection for the laptops to be 

brought along 

Salon Oslo: Rows of chairs for 40 people, 6 high tables behind them, lecture computer, projector, 

screen, lectern, flipchart, presentation wall and case, WLAN within the scope of normal congress use 

Salon Roselius: school seating for 40 people, lecture computer, projector, screen, lectern, flipchart, 

presentation wall and case, WLAN as part of normal congress use  

Salon Scharoun: 6 round tables for 10 people, lecture computer, projector, screen, lectern, flipchart, 

presentation wall and case, WLAN as part of normal congress use 

Foyer Hall 5 / Room B: Rows of chairs for 60 people, presentation computer, projector, screen, lectern, 

flipchart, presentation wall and case, WLAN within the scope of normal congress use 

Garderobe groß: 10 round tables for 10 people and a few extra chairs on the edge, lecture computer, 

monitor, lectern, flipchart, presentation wall and case, WLAN as part of normal congress use 

Garderobe klein: 6 square tables for 6 people, lecture computer, monitor, lectern, flipchart, 

presentation wall and case, WLAN as part of normal congress use 

 

It is not allowed to change the set-up (tables and chairs) in the session rooms. 

 

The computers are connected to the Internet. If you are using applications such as video streaming, 

please contact us in advance so we can assist you with the service**. 

 

Own laptops are not accepted in the conference rooms as well as the use of USB sticks in the 

computers in the conference rooms. All presentations need to be uploaded in the media check. 

Please contact us in case of any exceptions. ** 

 

File Format 

To ensure that you can open your files, please save your presentation in Microsoft PowerPoint 

2019/21 (*.ppt bzw. pptx), LibreOffice 24, Prezi or as PDF-File. The presentations are displayed in 16:9 

format. Please use a high-contrast layout and a minimum font size of 16 points. 

 

MAC users are asked to bring already converted presentations. Videos should be available in 

common formats such as WMV, AVI or MPEG. 

 

Movies 

Due to many different video formats, we cannot guarantee the proper functionality of embedded 

videos. Therefore, we ask you to test your presentation in the media check. Videos in WMV or MPEG4 

format should normally not be a problem. 

Movies on other media (e.g. VHS tapes, video DVDs), that need additional equipment, cannot be 

played. 

 

Fonts 

Only fonts that are included in the default installation of MS Windows 10/11 can be used. We 

recommend using: Arial or Tahoma.  

If you want to use other fonts, it must be embedded in your presentation. 

 

 

 



 
 

Further information 

During your presentation, you can control your presentation independently with a remote control. 

You can test it in the media check before your presentation. 

 

We kindly ask you to be in the session room at least 10 minutes before the start of your session to 

familiarize yourself with the technical details. 

For any other equipment please contact us until 3 June at the latest. 

 

Please note that you will not have a speaker view on the presentation laptop and prepare yourself 

accordingly. 

 

For further information regarding on your presentation, please contact us at abstract-bid-

kongress@kit-group.org. 
 

We wish you great success for your presentation! 

Your programme secretariat 

9th Library Congress 

 

 

** For technical exceptions such as video streaming or similar, please contact the technicians of the 

media check at support@speechcon.net. 

 

mailto:abstract-bid-kongress@kit-group.org
mailto:abstract-bid-kongress@kit-group.org

