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ANNEX 1: Tasks and duties of EPE Association

1
Promotion of the conference:

1.1
Setting up a conference internet site following the EPE Guidelines for conference internet sites

1.2
Various promotions during sister events, through sisters’ societies channels, through EPE Journal and e-mailing

2
Scientific programme

2.1
 Call for papers (Set up of contents, control of lay out, printing and mailing)
2.1.1
Set-up of final list of topics, according to the decisions of the ISC and EC

2.1.2
Seeking technical sponsoring from sister societies (together with IEEE-PELS)

2.1.3
Updating the mailing list (including local addresses in close collaboration with the local
 

organiser)

2.1.4
Direct mailing (for known addresses which normally expect a paper version)

2.1.5
Organise secondary mailing by association and local contacts (Japan, USA) 

2.1.6
Organise reminders by e-mail

2.1.7
Set up of the synopsis guidelines and hand it over to the local organiser

2.2 
Reviewing

2.2.1
Updating of the guidelines for reviewing procedures, topic chairs, session chairs and reviewers

2.2.2
Invitation of topic chairs



Collection and checking of the received proposals/synopses
2.2.3
Invitation to reviewers and set up reviewers list

2.2.4
Follow up of the reviewing procedure (selection of reviewers, control of answers, contact with
authors, ...) together with the organization of paper handling

2.2.5
Organisation of the ISC meeting

2.2.6
Organisation of the EC meeting including drawing up of the minutes

2.2.7
Management of the Provisional programme, set up during the meeting of the topic chairs,
after the ISC Meeting

2.2.8
Information letter to all authors about accept/reject status of their papers proposal

2.3 
Planning of the sessions

2.3.1
Follow up of proposals for opening session, keynotes, etc… according to the decisions of the EC
 

and ISC

2.3.2
Propose time schedule, allocating the rooms (in close collaboration with the local organiser)

2.3.3
Finalise the list of discussion sessions, according to the decisions of the EC and ISC

2.4 
Provisional programme

2.4.1
Update of the mailing list
2.4.2
Set up of final version of the provisional programme and control of full contents
2.4.3
Handout the provisional programme to the organiser for publishing on the homepage

2.5 
Proceedings on USB key or Online 
2.5.1
Supervision of the collection of the final papers together with the organisation for paper handling

2.5.2
Full check of the authors-papers database provided by the organisation for paper handling

2.5.3
Control of the registration of paper authors

2.5.4
Control of the Master production, tests together with the organisation for paper handling

2.5.5
Full check of the Master/Supervision of USB key duplication

2.6 
Final programme

2.6.1
Set up of final programme and control of full contents
2.6.2
Control of layout together with the organiser

2.7
Tutorials (Tutorials are submitted to additional registration fee. Tutorials are organised if and only if financial break-even is reached for the said activity)
2.7.1
Gathering of the proposals, organisation of the selection
2.7.2
Publication of the list of proposed tutorials
2.7.3
Decision about the finally proposed tutorials

2.7.4
Gathering of the tutorial material from the authors

2.7.5
Tutorial authors receive free access to the conference (1 free access per half day tutorial, to be eventually shared as discount). 
2.8
Feedback of the conference

2.8.1
Set up, collection and analysis of the participants' enquiry
2.8.2
Set up, collection and analysis of the session chairs' enquiry
3 
Sponsoring

3.1
Preparation of the sponsor packages document in close collaboration with the local organisers 
3.2
Establishing of extended mailing lists made of the list of addresses of previous sponsors/exhibitors/prospects and a list of local prospects,

3.3
Mailing of sponsor packages document and follow-up, in collaboration with the local organisers
4 
Exhibition

4.1
Preparation of the exhibition set in close collaboration with the local organisers 
4.2
Establishing of extended mailing lists made of the list of addresses of previous exhibitors/prospects and a list of local prospects
4.3
Mailing of exhibition sets and follow up, in collaboration with the local organisers
4.4
Follow up of exhibition registration in collaboration with the local organisers
4.5
Preparation of the exhibition’s technical manual in close collaboration with the local organisers 
4.6
General management of the exhibition in collaboration with the local organisers
5
General local organisation of the conference

5.1
Site management

5.1.1
Management of the conference venue, including conference room management, technical equipment, PC-room, exhibition site, dialogue session site, authors’ meeting rooms, coffee break area, lunch area, sign posters, cleaning of site and restrooms, etc…

5.1.2
Management of the catering, including two coffee breaks per day (coffee, fruit juice, water and cookies), one quick lunch per day

5.1.3
Contracting and management of the staff on site, conference room staff, dialogue session room staff, help to exhibitors, PC-room staff, etc…

5.2
Registration management (PCO (f.e. Carte Blanche or local))
5.2.1
Setting up of an internet service for registration of participants, on-line, following the agreed registration fee list, invoicing and follow up of payment, management of the VAT

5.2.2
Checking of the author's registrations to ensure that each full paper is covered by one full registration fee or a discount registration fee in case of two papers for one author 

5.2.3
Organisation and management of the registration desk, including badging, ticketing (coffee breaks, lunches, reception and gala evening), conference bags, certificate of attendance on request, etc…

5.2.4
Setting up of statistics for participants and exhibition to be delivered during the Executive Council Meeting on-site (provisional) and after the conference (final)

5.2.5
Setting up cancellation policies for registration

5.3
Social events management

5.3.1
Organisation and management of the Committee dinner to be organised during the evening of the tutorial day (Monday)
5.3.2
Organisation and management of the welcome party to be organised during the evening of the first day, including reservation of site, reception catering and entertainment (in close collaboration with the local organiser)
5.3.3
Organisation and management of the gala evening to be organised during the evening of
the second day, including reservation of site, transportation of participants if needed, catering and entertainment. Local flavour is welcome.

6 
Miscellaneous

6.1
Bookkeeping and three-monthly budget control (financial management)
6.2
Production of legal documents

6.3
Organise the EC-, ISC-, CC- and GA-meetings
6.4
General management of the Conference and support to the local organiser
1
Call for  EPE-ECCE Europe Annex 1 


PAGE  
2
Call for  EPE-ECCE Europe Annex 1 


