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Main Topics

e Purpose of meeting

e Type, Date and Venue

e Organizational structure & PR
e Budget & responsibilities

e Technical program

e Soclal program

e Event & summary
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Why hold a Meeting?

« Advance the state of knowledge In a
specific or broad field of engineering

 Provide a forum for discussion of 1deas

* Provide opportunities for presentation by
young engineers and students

e Enhance interpersonal rapports
e Serve the interests of members
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Presenter
Presentation Notes
The main question is realy: Why should we hold a Conference?
Some of the reasons are given on the slide.
I believe that there are more reasons even:
* The prestige of the Section and the Region.
* Specific fields of interest of some members in the Section.
* A source of revenue (or deficit - if badly managed).
Actually, this is the way to keep a Section “well alive”.


Why do people go to Meetings?
* Broaden their
knowledge
e Present activities
 Meet peers
e Travel
e Soclalize
* Make contacts
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Presenter
Presentation Notes
Experience has shown that in recent years there has been some decline in participation of Engineers in Conference, mainly due to financial problems in Companies.
Therefore it is important to check, what brings people to meetings?
We must take these subjects into considerations, because a person who has the choice between several similar meetings will choose the one more close to his desires.
The subject of soialization and contacts is important, because it means that we have to privide the time and the place for that - sometime participants complain that there is no “meeting lobby”.
We should also consider the site according to possibilities of reaching it from where the participants will come:
- If it is mainly for local participants - in a central place.
- If for participants from abroad - at a easily reachable place.
One of the problems of IEEE Societies is that they don’t know well enough the sites in countries outside the US, and we have to guide them in the choice of the venue.
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Types of Technical Meetings

': < Conference - Major meeting
= (>250) specialized (vertical)
> . .
= Or horizontal topics a0200 ¢ 0

_ :Symposium-SpeciaIized

| = meeting (<250) may include
=workshops or tutorials

< Workshop - Small meeting
:(<100)

:Tutorial - Educate on selected
=~ = topic

=4 13/9/06 RCCC
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Presenter
Presentation Notes
As said, we are discussing several types of Meetings, as described above.
In most meetings regular lecturers are not getting any Honorarium. Sometimes Session Chairs get waiving of participation fees.
In all cases Tutorial lecturers have to receive an Honorarium, usually depending on the number of participants, and therefore there is an extra fee for participation in Tutorials.
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Presenter
Presentation Notes
The main purpose of this Seminar is to pave the way for Sections and Chapters in the Region to contact Societies and bring Society Conferences to the Region.
An IEEE Society Conference is usually a prestigious event with high professional merit which is considered as one of the best sources of knowledge for Electrical, Electronics and Computer Engineers.
Therefore it is important to make the right contacts and to present the required informationwhen one sollicits rto get a Conference held in his Section.
The main asset that the section/Chapter can provide is the local volunteers who know the place and are willing to spend their time and energy in organizing the Conference and this is a worthwhile asset to the organizers. This should always been emphasized.
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Checking existing meetings

 Web - Technical Activities
National Society Meetings

Sections and Chapters
Meetings In the Region

TIIIIIIIIYY

Technical Societies’
Meetings

Announcements in Internet
Home Pages (on similar
subjects)
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Presenter
Presentation Notes
Another subject worthwhile checking before getting to the proposal is -existing conferences or meetings on similar subject or similar date.
There many addresses on the Internet to search about Conferences, beginning with IEEE Home Page.

					(40)
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Types of Conference
Involvement

Type of Involvement
Financial  Technical Publicity Administr.

Sponsorship Full Full Full Full
Co-Sponsor. Limited Full Full Limited

Technical None Direct Assist None
Co-Sponsor

Cooperation  None None Assist None

13/9/06 RCCC


Presenter
Presentation Notes
Whenever one is dealing with a Conference or a Meeting , it is important to understand the type of involvement, especially when financial considerations are included. This brings the revenue, burt might also get you into financial losses.
As a Basic rule - all financial involvement requires approval by the Regional Committee or the Regional Director. An IEEE entity (Section or Chapter) can not sponsor financially a Technical event without the necessary approval.
Basically we require that for Conferences with any  IEEE involvement, IEEE members will get the fee structure givent to the members of the organizing entity (National Society or other).


Conference Organization

Conference Steering
Committee

Publicity and Student
Public Relations Activities

Technical Program Finance Local Exhibits
Committee Committee Arrangements Committee

Publications Registration

13/9/06
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Presenter
Presentation Notes
Once the main Theme and Topics are decided, a nucleus of the Steering Committee should be set-up.
Organizations like to know with whom they will deal.
These are the main activities which should be taken care off in setting up a Conference.


Financial considerations for
Symposia and Conferences

Income of >15% over expenses
Differential Registration Fees:
Member/Non-member - 25-50%
Advance Registration

Students, Retired, Life Members

Cash flow and advances from
Sponsors

Grants from Industry and
Institutions

In local (Chapter) meetings — financial
considerations are minor

13/9/06 RCCC
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Presenter
Presentation Notes
One of the main considerations is the finances. No Region or Society will be willing to finance entirely the Conference and then to give away part of the income.
This subject will be discussed in more details later, but one should consider in advance some local funding (in Region 8 - the Region advances usually only 20% and requires the Section and National Society to add the remainder. The surplus/loss is divided accordingly.



Objective of TPC

The primary objective of the
Technical Program Committee
IS to ensure that a well-
balanced, high quality program
IS organized and presented at
the Conference.
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Presenter
Presentation Notes
The objective is shown here.


Types of papers

Invited papers - specifically requested
for presentation of new
topic

Solicited - to Introduce a subject,
opening a session

Opencall - inresponse to Call for
Papers
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Presenter
Presentation Notes
One should be aware of the types of papers to be presented at the conference and find the right blend between High level Invited papers and the open-call papers presented by the participants.


Reviewing

Abstracts or Full papers
2-3 Reviewers

Decision according to
responses

Provide copyright
acceptance

Delivery of paper by the
author

Possible review of

visuals
13/9/06
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Presenter
Presentation Notes
The subject of reviewing shows the level of the Conference. In most Conferences - only the abstracts are reviewed and therefore the abstract requested should be detailed enough.
The problem if visuals is an important problem and a specific annex to the Conference Manual details the size of letters adequate for presentations.


Types of Presentations

« Keynote or Plenary lecture

Panel discussion or paper presentation
Poster (or discussion) sessions
o Camera-ready copy to be provided

Conference papers are
privileged information

13/9/06 RCCC
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Presenter
Presentation Notes
It is important to specify the type of presentation to the lecturer, when the acceptance letter is sent: type and length (time).
One should remeber that papers are priviledged information and should not be shown to persons who might use them for other purposes.


Important Considerations

e Session to provide 15-20 minutes/paper

e Provide arrangements for visuals (author’s
room, technical assistance)

e Session Chairs to meet authors
o Student paper contest

e Possibly - require advance registration with
submission of final manuscript

R L I, B R
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Presenter
Presentation Notes
One has to plan well each session - not to have too many papers or remain with only 1-2 lecturers.
Therefore the presence of lecturers should be checked in advance by the
Program Chairman and he should be prepared to make necessary changes in the distribution of the lectures.
In some Conferences there are “spare” lectures.


Session Chairs

e Send Invitation

 Provide co-chair to
foreign chairmen

e Provide author CV
o Speakers’ breakfast

e Introduction and
concluding
remarks

R L I, B R
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Presenter
Presentation Notes
Session Chairs are the people who will conduct the session and give it its standing and provide the right impression on the participants.
Usually one does not know personally the Chairmen, but should get some idea who they are.
This is a good way to get persons who might be interested to come, but have not had the time or willingness to prepare a paper - to be enabled by their University or company to attend the Conference.
On the other hand one should be sure that each session will have a Chair. 
The Chairman should meet the participants in his Session on Speaker’s breakfast or similar meeting and prepare some remarks.


Courses and Tutorials

* To be given by well known lecturers
e To relate to “hot” subjects

o Additional reason to attend
Conference

 Time : Day preceding the Conference
 Lecturers to receive Honorarium
e Not included in regular fees

13/9/06 RCCC
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Presenter
Presentation Notes
Finally - in addition to the proposed papers - it is usual to hold special courses or tutorials before or after the Conference.
These should be paid separately and the lecturers should get a Honorarium.


Exhibits

TIIIIXY

e Acceptance criteria
=* Educational displa
. =+ Time to visit



Presenter
Presentation Notes
Exhibits can add interest and income to the Conference, but they need a person who would be in charge of selling the booths as well as organizing the exhibit .
Sometimes they add to the interest of participants but sometimes they draw the participants away from the lectures.
By all means - if there is an exhibit hall, people should have the occasion to get there - during coffe breaks or special time-slots.


Organizational considerations

Site selection
(accessibility,appealing)

Avalilability of Lecture
Halls

Hotel facilities
Climate and weather

Date (Holidays,time of
week,travel rates)

Time of day (elder persons)
Contract with Organizer

13/9/06 RCCC
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Presenter
Presentation Notes
The main subject in which the local entity can be of help is in the Organizational Considerations: Site, Facilities etc.
This is where the proposal should be detailed in order to attract the Society to hold its Conference.
We will here more about Hotel arrangements - later.

(50)


Student activities

In order to attract
students to IEEE events

Lower fees
Accommodation
Paper contest
Technical visits
Social activities

R L I, B R
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Presenter
Presentation Notes
An important subject is Student activities - this wherefrom the future members come and it is important to the Section to get its Students to participate in the Conference.
In Turkey - most of the work was done by Students and this saved a lot of money.


Publications

Call for Papers
IEEE Copyright
Author Kits

Advance and Final
Program

Proceedings

— |EEE Catalog number

— Purchase by IEEE Book
Broker Program

— Preparation of index
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Presenter
Presentation Notes
Among the subjects to be dealt with are the Publications mentioned - from the Call for Papers to the Final Program and the Book of Proceedings.
This should be the responsibility of a specific member of the Steering Committee. There is a lot of money involved in the printing of the Proceedings and this should be dealt carefully.


Local arrangements

* Meeting facilities

o Audio/Visual equipment and support
e Registration

e Opening Session (dignitaries)

 Food and beverage

« Communications (Message Center)

e Guard services

R L I, B R
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Presenter
Presentation Notes
A very important function is the person in charge of local arrangements. 
He or She should be able to take fast decisions before and during the conference - change of rooms, additional chairs for filled rooms, assistance to lecturers, change of Chairs (together with the Program Chairman).
They should also be involved in food and beverage problems, etc.


Summary

Meetings are an effective way to present
Technical excellence

Technical Meetings provide a forum for
the exchange of ideas between peers

Meetings provide opportunities for
students and young engineers

* Meetings stimulate IEEE activities
e Conferences can provide income
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Presenter
Presentation Notes
Now we can summarize - as mentioned above.


for your
attention
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