
Notes
written seminar reports

Structure: Title+author, abstract, introduction, body, summary, references.

Title: First line of report: title (big font), second line of report: author (medium font), both centered.
Example:

Robot Soccer

Gary Marocchi

Abstract:  abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs
abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs abs.

Abstract: about 2-4 sentences describing the contents of the report; in italics, left-adjusted and in
smaller font size than general text.

Table of contents: none.

Headings: Left adjusted, numbered (e.g. 1., 2., 2.1, 2.2, ...), maximum of two levels (chapters
and sections) – not more (i.e. not 2.1.4). Chapter headings need larger font (or bold type
face) than section headings, which in turn need to be larger than standard text. Do not use
underlining.
Example:

1. Training

1.1 Warm Up

Bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla.

Text font: 12 point text font, 14 point line spacing

Page Boundaries: 2 cm each, to top, bottom, left and right

Page headers: none.

Page footers: composed from the number of the seminar talk, followed by a dash and the page
number; centered.
Example for report no. 7, page 4:
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla
bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla bla.

7–4

Quotations: have to be marked as such (intellectual property) !

Figures: caption below figure: number (Fig. 1, Fig. 2, ..) and short text.

Programs: print in different font; do not use proportional fonts.

References: alphabetically sorted, according to the form of the example:
 [Marocchi 97] G. Marocchi, The Way to the Top,

Intl. Soccer Journal, no. 9, vol. 7,  Sep. 1997, pp. 12–32 (11)

Length: about 8 pages; reports of more than 10 pages will not be accepted!



Notes
oral presentations

Structure: Title+author, contents, introduction, body, summary.

First Slide: Title+author + contents
or contents on second slide

Last Slide: summary

Slide Layout: heading: on top
body: large graphics / large text font (not less than 18 pt.) --> readability!!

only topics / keywords on slides, not complete text passages
footer: slide number (in case you drop the pile ;-)  no date (reusability)

Slide Count: about 1 slide for 2 minutes presentation
in your talk, be prepared to explain all figures on a slide – otherwise drop the slide!

References: none (only if quoted verbally on slide)

Presentation: try to talk free using the slides as anchor points for your talk
(try eye-contact with the audience, if possible)
if you feel the need for reading a prepared manuscript, practice before.
never include verbatim text passages of the original into your manuscript !

(--> intellectual property)

Keep track of time: you can spoil the best presentation by not staying within your time limit!
plan your talk for 15 min.; you must not exceed 20 min.
about 5 min. of discussion will follow


