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PACIFIC ASIA CONFERENCE ON INFORMATION SYSTEMS

PACIS 2025 Session Chair Instructions

As the Session Chair, your role is critical to ensuring a smooth and professional experience
for all presenters and attendees. Please review the following responsibilities carefully:

1. Arrive at the venue 5-10 minutes before the start of the session and start on time

o Sessions are tightly scheduled. Please begin promptly at the scheduled time, even if
some attendees or presenters are still arriving.

« Briefly introduce yourself and welcome attendees to the session.

e Check with the onsite AV staff if any technical issues arise.

« Ensure that the microphone and projector are working before the session begins.

o Help presenters load their slides efficiently (if a central computer is used).

2. Presentation Timing

Each session includes a mix of Completed Research Papers and Short Papers. Please
manage the timing strictly according to the type of paper:

Paper Type Presentation Time | Q&A Time | Total Time per Paper
Completed Research Paper | 20 minutes 5 minutes 25 minutes
Short Paper 7 minutes 3 minutes 10 minutes

e Use atimer to keep time

e Give a 5-minute warning for completed papers and a 2-minute warning for short
papers.

o Politely intervene if a speaker exceeds the allotted time.

3. Facilitate Q&A

« At the end of each presentation, invite questions from the audience within the Q&A
time frame.
o Iftime runs out, ask attendees to connect with the presenter after the session.

4. General Etiquette

« Encourage all presenters to remain within their time to ensure fairness and respect for
other presenters.

o If a presenter does not show up, please note the paper number and send an email to
pacis2025review@gmail.com to let us know. You can proceed with the next paper in
the schedule but please stick with the allotted time (just in case the presenter is merely
late).
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