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INTELEC® Advisory Committee Meeting Notes

Wednesday, October 3, 2008

Town & Country Convention Center

San Diego, California

Attendees

Chris Riddleberger

Dan McMenamin

Günter Vau

Kevin Fellhoelter

John Parsons

Robert Jurewicz

Charles McManus

Stephen V. Natale

Lars Selberg

Toshiaki Yachi

Hiroaki Ikebe

Richard Valenta

Wilfried Schulz

Soo Hyun, Baek

Hee Jun Kim

Hirofumi Matsuo

Mark Jacobs

Byamg-kulc Lee

Fujio Kurokawa

John Hawkins

Donna Florek

Lars Bjorkstrom

William McCoy

Jeff vanParidon

Michiel Adema

Dick Vleeskruijen

Yutaka Nakamura

Gerhard Schewbler

Chris Seyer

Wilfried Schulz 

In accordance with INTELEC policy, corrections to these notes may be made at the next INTELEC Advisory Committee meeting in Incheon, Korea, between October 18th and the 22nd  2009. Corrections will be included in the minutes of the 2009 Advisory Committee meeting.

The embedded files represented by icons in these minutes can be viewed by double clicking the icon.

Welcome

Advisory Committee President Wilfried Schulz opened the meeting at 12:00 Noon by welcoming all committee members and invited guests in attendance and asked everyone present to introduce themselves and provide their company affiliation.

Approval of the Agenda

A motion was placed on the floor by Chris Riddleberger to approve the agenda and it was seconded by Dan McMenamin and approved without objection.  The agenda can be seen by double clicking the icon below.

Approval of Minutes of the 2007 Advisory Committee Meeting in Rome, Italy

Steve Natale presented the minutes for the Rome, Italy Advisory Committee meeting. The president asked if there were any corrections to the minutes as submitted.  There were no corrections offered and a motion was placed on the floor by Chris Riddleberger to approve the minutes of the 2007 meeting.  The motion was seconded by Dan McMenamin.  Motion carried without objection.

Recognition and Thanks to the INTELEC 2008 Management Committee
Wilfried Schulz expressed the thanks of the Advisory Committee to the INTELEC 2008 Management Committee which was followed by a round of applause for a job well done.

Elections Report

Chris Riddleberger reported on the results of the election of members to the 2008 Advisory Committee and appointments of Ex-Officio members.  Chris made a motion to approve the report of the Nominations Committee and the motion was carried without objection as was the motion to approve the list of recommended ex-officio members.

Conference Executive Committee (CEC) Report 

Charles McManus presented the CEC report.  Charlie reviewed the current membership of the CEC, discussed the results of past conferences from 2000 (Phoenix, Arizona) to Rome, Italy in 2007, and reviewed the status of future INTELEC and TELESCON conferences and the TSG budget.  The presentation can be reviewed by clicking on the icon. Mr. McManus also informed the Advisory Committee that he was stepping down as CEC chair, and that the remainder of his term will be assumed by Chris Seyer.

INTELEC 2007 – Rome, Italy - September 30th – October 4th , 2007

Steve Natali made the presentation for Rome on behalf of Chairman Maurizio Grossoni.  Mr. Natali advised that the attendance as of this date was approximately 1000 people consisting of delegates and spouses/partners.  A summary of the detailed statistics for the Rome conference can be viewed by clicking on the icon. 

INTELEC 2008 - San Diego, CA USA

Chris Seyer, Chairman of the 2008 conference, gave a quick conference update on the 2008 conference. The presentation can be reviewed by clicking on the icon

INTELEC 2009 – Incheon, South Korea

The Intelec 2009 in Incheon was reported by Prof. Kim.  While some of the available hotels are within walking distance; others require use of a taxi. To view the presentation with accompanying photographs please see the attached icon. 

TELESCON® 2009

Richard Valenta reported on the progress of the 4th International TELESCON scheduled to take place in Vienna, Austria from May 10th through May 13th, 2009. at the Hotel Golden Tulip All Suites Modul.  This hotel is in the middle of Döbling one of the most exclusive residential areas in Vienna.  The conference will open on Sunday and run for the three days following the Sunday opening with three parallel technical sessions.  The committee is looking to expand the conference by soliciting electrical generation, transmission and distribution organizations to participate in the conference.  
INTELEC 2010 – Orlando, Florida, USA 

Marc Durocher gave the presentation for Intelec 2010. The Hilton Bonnet Creek Resort is a 4 ½ star venue, it will be adjacent to the new Waldorf-Astoria hotel and is the signature Hilton Resort in the state.  It will be the site for the 2010 Intelec. Its construction will be completed in early 2009.The conference was last held in Orlando in 1990, more than 17 years ago, and had a very good attendance.  This conference is close to major attractions in the area.  

The site has already been visited by members of the CEC together with PCM, the chosen conference organizing company.  A contract has been signed and room rates have been set at US$189 per night single or double.  The conference will be held from Sunday June 6th through Thursday June 10th, 2010.  The time frame for this conference and possibly future conferences was discussed at previous ADCOM and CEC meetings and is an attempt, among other things, to increase attendance.  

INTELEC 2011 – Amsterdam, Netherlands

Dick Vleeskruijer presented the 2011 Intelec information and discussed the progress of the conference to be held in Amsterdam.  He advised that the web site is active.

INTELEC 2012: 
A final location has not been determined yet. Sites in Canada are being explored, as is the search for a Chairperson.

INTELEC 2013 

The 2013 site, Hamburg, Germany, was offered by Gunter Vau and was accepted.  No further details are available.

INTELEC 2014 (TBD) 

No additional information is available.
INTELEC Guidance
A discussion led by John Parsons and Antonio Fipaldini ensued regarding how best to pass on experiences, gained from non - North American conferences, to future management committees.  Maurizio Grossoni suggested that themes be selected early.  It was also noted that the IEEE TSG budget could pay for a previous General Chair (GC) to attend a management committee meeting of a forthcoming conference.  Alternatively, it was suggested that the GC of the conference two years hence (n+2) attend a meeting of the management committee of the upcoming conference (n).  Accordingly, the question was asked as to whether the GC of the (n+1) conference should attend that meeting also?  Another comment from the floor suggested that the CEC assign an INTELEC expert to visit each management committee.

From the exhibits perspective, Wilfried Schulz recommended that a representative from the following year’s conference visit each exhibitor at the current conference to assist in securing sponsors and exhibitors for the following year.  He also commented that work should start about 2 years in advance of the start of the conference.

Dan McMenamin and Didier Marquet noted that many attendees use small portable computers that may not have a CD drive and would like to have the Proceedings on a flash drive instead.  It was commented the cost to the conference could be prohibitive.  Chris Riddleberger suggested that perhaps the registration desk could have a computer where a delegate could copy his or her CD onto his or her flash drive.  While this transfer might violate IEEE copyright rules the IEEE copyright notice on the 2007 Proceedings suggests that such is not the case.

Dan McMenamin noted further that attendees may want printed copies of one or two papers which prompted a response that the hotel business center or a business such as Kinko’s could do this at the attendee’s expense.

A recent investigation by the 2008 Management Committee has determined that the cost of flash drives is sufficiently low (~US$4.00) to permit them to be used for the Proceedings.  Work continues to assure that there are no untoward effects from putting the Proceedings on a flash drive.

Steve Natale mentioned that a set of Guidelines for INTELEC management committees has been completed.  These guidelines describe the positions on the management committee and provide a description of the majority of the responsibilities associated with each position.  These guidelines are included below for review and comment by members of the CEC, the ADCOM and the next management committee.  Comments can be e-mailed to natale.powersys@verizon.net or to Chris Seyer at Chris.Seyer@eltekvalere.com.  


[image: image1.emf]INTELEC Guidelines


Also included below is an example of the calendar used for tracking key milestones during the evolution of the conference.  Please use it as you see fit.  Comments and suggestions are welcome.


[image: image2.emf]INTELEC - Example  Calendar


Historical Data Spreadsheets 

Chris Riddleberger presented the two most recent pages of the HDSS.  The attached file contains the historical data from the inception of the conference to date with additional updates.

Technical Subgroup (TSG) Budget / Forecasted Expenses

Charles McManus and Steve Natale presented the TSG Budget information.  The file embedded below contains the slide used by Mr. McManus is his report to the IEEE Power Electronics Society in February 2008.  Chris. Riddleberger noted that the budget contains both conference advances and expenses and subgroup activities such as the INTELEC Fellowship. It was noted that the Fellowship has been increased form the previous $10,000 to $15,000.

It was also suggested by Kevin Fellhoelter that funding can be obtained from PELS for standards writing, should this become an issue. It would fall under the section 2 monies as seen on the attached presentation.  Grants to European conferences have been increased to $5,000 US dollars

PELS and ADCOM Meetings Committee Views

No report.

Website 

Gerhard Schwebler has suggested changing our WEB administrator from Wokon to Computer Solutions. The work would be less expensive and more responsive from Computer Solutions.  There have also been some language problems with Wokon that have impeded progress and solutions to a better web site.

INTELEC Fellowship

Chris Riddleberger showed the following copy of the 2008 Fellowship plaque awarded to Jian Lu (University of Central Florida, USA) 

Electronic Mailing List

Robert Jurewicz gave the committee a report on the e-mail problem.  A copy of the mailing list used by the IEEE for INTELEC mailings was obtained sometime after the close of the conference in Rome.  Work to find a suitable organization that can manage the list in accordance with INTELEC requirements has been completed and a new vendor has been chosen.  We will also continue to better refine both the European and INTELEC mailing list and improve the update process via the INTELEC website.

IEEE Required Conference Forms

There was little discussion on this topic since it was discussed at length in the CEC meeting earlier.  However, since non North American conferences are not financially supported by the IEEE, the only forms required to be completed by a non North American conference are:

1) Publications Form, 2) Copyright Form and 3) Conference Information Schedule.

Other Business

None

Meeting Review and Critique

No report

Closing

The meeting was closed by consensus.

Respectfully Submitted,

Marc J. Durocher

Secretary

INTELEC® Advisory Committee
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INTELEC®

International Telecommunications Energy Conference


MANAGEMENT COMMITTEE


GUIDELINES 


Purpose


These guidelines are intended to provide a detailed set of tasks, associated with each management committee position, which are necessary to conduct a successful conference.  While these guidelines have been reviewed by current and past members of INTELEC Management Committees for completeness, there are always unique circumstances associated with each conference that are beyond the scope of these guidelines.  Each conference Chairperson should closely examine the elements in this document and then evaluate their own circumstances and conditions.


These guidelines will be updated periodically from input provided by all INTELEC Committees to reflect new and changing conditions in conference management and development.


Please note that these guidelines are “gender neutral” and positions on the Management Committee are voluntary.  There is no compensation to Management Committee members for their service.  On a year to year basis, the Committee may waive the registration fee for Committee Members.

The Management Committee


Outlined below are the individual committee member positions currently used to develop and conduct a conference in North America.  Over the past several years this organizational structure has proven to be successful, although other organizational structures may work just as efficiently.  A detailed scope of work associated with each position follows. 


· Conference Chairperson


· Vice Chairperson


· Secretary


· Treasurer


· Technical Program Chair


· Registration Chairperson

· Publications Chairperson

· Exhibits Chairperson

· Publicity Chairperson

· Tutorials Chairperson

· Electronic Media and Communications Chairperson

· Local Arrangements Chairperson

· Industry Users Chairperson


· Marketing Chairperson

· Conference and Program Committee Support (contracted)


Individual Committee Member Responsibilities


Conference Chairperson


The Conference Chair is the chief executive officer of the Conference and shall preside at all meetings of the Management Committee, including meetings via conference call. In addition, the Conference Chairperson shall have the following duties and responsibilities:


1.  He shall form the composition of the Management Committee, assigning committee chairs as needed.  In addition, the Conference Chairperson is an ex-officio member of all committees.


2.  He shall negotiate or review and sign contracts with all Conference support groups, including but not limited to:


a. Conference Management Support Services.


b. Exhibits Services.


c. Major contracts for local arrangements and venues.


d. The Conference Hotel.


e. The Conference Convention/Exhibit facilities.


f. Security Services.


3.  He can appoint special or standing committees as needed to insure a successful Conference.  The Conference Chair appoints the chairman of each special or standing committee.

Conference Vice-Chairperson


In the absence or disability of the Conference Chairperson, the Vice-Chair shall perform all of his duties.  In addition, the Conference Vice-Chairperson is normally the Conference Chairperson for the next North American Conference.

Secretary


The responsibilities of the position of Secretary include but are not limited to:


1. Record and publish the significant items and issues discussed during the Management Committee meetings and conference calls.  Specifically, record all action items, the due dates of same and the person responsible for the item.


2. Provide editorial support and oversight to other Management Committee chairs regarding documentation for the conference, i.e., Call for Papers, Flyers, Program Booklet, forms, Session Chair instructions, etc.


3. Provide support to the General Chairperson to develop a schedule of room assignments for the peripheral functions held during the conference.


4. Provide support to the Program Committee Chairperson to develop the Technical Program room assignment form for the program booklet.


5. Maintain the Calendar of Events for the General Chairperson


6. Participate in the process of selecting gifts for the delegates, presentation plaques for honored members and other similar functions as they develop.

Treasurer


The Treasurer has overall responsibility for tracking and managing the finances of the conference.


1. Develop overall budget for the Power Electronics Society (PELS) to secure advance funding for the conference.


2. Open appropriate bank accounts.


3. Open MasterCard, Visa accounts, etc., if required.


4. Develop a detailed spreadsheet to track expenditures.  While development of the spreadsheet is the prerogative of the treasurer, spreadsheets developed for previous conferences may be obtained from the former conference treasurer and may save considerable effort.


5. Provide advice and guidance pertaining to conference registration fees and other conference expenses.


6. Make timely payment of conference bills.


7. Make timely reports on receipts and expenses.


8. Support an audit at completion of the conference.


9. Develop a final income and expense report. 


10. Provide overall administrative support to the Management Committee.


Technical Program Committee Chairperson 


This position, more than any other, has the broadest scope in the development of the conference and the attendant administrative effort.  This Chair and his or her committee perform the functions outlined below.


1. Recruit, assemble and organize a sub-committee to develop the technical program.


2. Draft the “Call For Papers”.  The “Call For Papers” from prior conferences can be used to minimize time and development effort.


3. Be the principal point of contact with the Program Committee.


4. Recruit speakers for the Plenary Session(s).  


5. Organize the Program Committee and conduct the one to two day meeting to accept or reject abstracts.  Assign accepted abstracts to the appropriate technical sessions.  Approximately 100 to 110 abstracts should be accepted.


6. Recruit Technical Session Chairpersons.


7. Draft the letter to Session Chairpersons explaining their role and functions.


8. Organize Session Chair / Author breakfasts.  Send a letter to the Session Chairpersons and the authors approximately one month before the conference inviting them to the “Author’s Breakfast” to review the format of their presentations and to develop questions for the author if an insufficient number of questions are not asked after the presentation.  In the letter also identify the people associated with the session.


9. Draft instructions to authors and Session Chairs regarding the logistics of the


presentation, e.g., length of talk, media requirements, etc.  Instructions from previous conferences can be used as a basis for the current instruction set.


Contracted Program Committee Support


Because of the volume of administrative work connected with the Technical Program and the conference in general, outside support should be obtained from an appropriate vendor who has experience with providing services for large conferences.  The list below outlines and includes, but is not limited to, tasks that the contractor is responsible for. 


1. Provide a telephone, fax, e-mail and mailing address to receive about 150 to 175 abstracts.


2. Compile and maintain a computer list of authors submitting abstracts, including the exact title of each paper, the title of the author, his or her address, telephone and fax numbers, e-mail address, and company or school affiliation.  Provide four monthly reports to the Program Committee, i.e., copies and updates of the computer list and an overall status report.


3. Distribute abstracts, electronically if appropriate, to members of the Program Committee for their review according to the identified areas of interest.  Abstracts should be sent in at least three deliveries so the Committee workload can be spread over time.


4. Provide, as a result of the Program Committee meeting, an MS Word computerized outline of the technical program showing session members, session titles, the names of the two session chairpersons and their affiliations and the accepted papers, in order, for each session.  


5. Provide the list of accepted papers which includes the exact title, author(s), affiliation(s), city, state (province, etc.) and country.


6. The contractor shall follow the format of a sample page to be established by the Committee and will be used directly by the firm printing the Program Booklet.


7. A summary compilation of the Technical Program must be provided, by session, for use in the Conference Flyer.


8. Prepare an electronic Author’s Index for use in the Program Booklet and the Conference Proceedings.


9. Confirm by mail, e-mail, or fax, to each principal or corresponding author that the abstract was received and that an “accept / reject” decision will be made by a specific date.  The Committee will determine this date.


10. After the final Program Committee meeting and for each abstract, send an acceptance letter to the respective author within 7 calendar days; within 20 calendar days send reject notices to each author for each abstract not accepted.


11. For the accepted abstracts request confirmation from each author of the exact title, mailing address, affiliation, fax and telephone number, e-mail address, and intent to present the paper at the conference.

12. Provide an electronic list of authors and co-authors and their addresses to the appropriate organization or entity managing the mailing list.

13. Maintain contact with the printing firm to track the receipt of manuscripts and to contact tardy authors, as identified by the printer.  Negotiate with the printer to obtain extensions of dates regarding receipt and withdrawals of manuscripts.


14. The printing firm shall send a copy of the first page of each manuscript received to the person chosen by the management committee who will review and determine if there are any errors or inconsistencies in the manuscript.


15. Provide telephone and fax numbers and an e-mail id, for about 11 months prior to and up to the start of the conference, to answer inquiries by authors regarding status of abstracts, preparation of manuscripts, A/V requirements, etc.


16. Provide a written report after the conference for the Program Committee that summarizes the statistics of the program and includes recommendations to improve the process for the next conference.


Registration Chairperson

The registration chairperson has overall responsibility for managing the registration process and associated details as outlined below.


1. Provide a summary of registration information.


2. Establish registration hours.


3. Establish refund and cancellation policy.


4. Secure the appropriate space at the conference site to conduct the registration process.


5. Assure that the space is secure during and after registration hours.


6. Resolve registration anomalies during the registration process.


This position may be handled by the Conference Management provider as they provide most of the support for this position. 

Publications Chairperson


Call for Papers

1. 14 months before the start of the conference acquire the print matter for the “First Call for Papers” from the Conference Chairman and Program Chairman.


2. 13 months before the conference Print the “First Call for Papers” and send the material to committee members attending the overseas INTELEC Conference.


3. 11 months before the conference acquire the mailing list from IEEE or other approved sources, to establish the quantity of “First Call for Papers” to be mailed.


4. 10 to 11 months before the start of the conference, print and mail the “First Call for Papers” based on the quantity of mailing addresses provided by IEEE or other approved sources.


5. Provide an electronic copy of the “First Call for Papers” to the Electronic Media Chairman to be sent out via e-mail and posted on the website.


6. 9 to 10 months before the conference, acquire the latest mailing list from IEEE or other approved sources to establish the quantity of “Final Call for Papers” to be mailed.


7. Print and mail the “Final Call for Papers” based on the quantity of mailing addresses provided by IEEE or other approved sources.


8. Provide an electronic copy of the “Final Call for Papers” to the Electronic Media Chairman to be sent out via e-mail and posted on the website.


9. Collect undeliverable mail and forward it to IEEE or other approved sources so that these addresses can be removed from the mailing list.


Conference Registration with IEEE


1. 11 months before the conference register the conference with IEEE via http://www.ieee.org/web/conferences/home/index.html

2. IEEE will confirm registration and establish the copyright declaration required and document numbers for the conference proceedings i.e.; isbn, library of congress, etc.


3. IEEE will provide a purchase agreement for the quantity of conference proceedings requested based on the type conference proceeding produced, printed and / or electronic (CD ROM, memory stick, etc.).


4. IEEE will provide instructions for manuscript submissions.  The manuscripts submitted must meet the requirements of the IEEE Xplore( System. 


5. Coordinate with the Program Chairman and Conference Coordinator to establish the due date for the manuscripts.


6. Create the “Author’s Instructions” to define the formatting to be used in developing the manuscripts.


7. Provide a copy of the “Authors Instructions” to the Conference Coordinators to be provided to authors that will be submitting manuscripts for the conference.


8. Provide a copy of the “Authors Instructions” to the Electronic Media Chairman to be posted on the website.


Conference Flyer


1. 7 months before the start of the conference acquire the print matter for the “Conference Flyer” from the Conference Chairman and Program Chairman.


2. Acquire the latest mailing list from IEEE or other approved sources to establish the quantity of “Conference Flyers” to be mailed out.


3. Print and mail the “Conference Flyer” based on the quantity of mailing addresses provided by IEEE. 


4. Collect undeliverable mail and forward it to IEEE or other approved sources so that these addresses can be removed from the mailing list.


Manuscript Submissions


1. Work with the Program Coordinator on the collection of manuscripts from the authors.


2. Ensure that the manuscripts submitted are in format compliance with the “Authors’ Instructions”.


3. Ensure that the manuscripts submitted in compliance with the IEEE Xplore( System.


4. Coordinate manuscript collections with the Program Coordinator for delinquent and non-compliant manuscripts.


Conference Proceedings


1. Gather documentation and create the front matter of the Conference Proceedings which includes, but is not limited to:


Title Page


Copyright


Chairman’s Welcome Letter


Conference Executive Committee Members


Conference Advisory Committee Members


Conference Management Committee Members


Conference Program Committee Members


Conference Program


Authors’ Index


Future Conferences


2. Insert manuscript numbers per IEEE guidelines on each manuscript.


3. Insert copyright information per IEEE guidelines on the first page of each manuscript.


4. Create the “master” copies of the Conference Proceedings for IEEE. 


5. Create the “master” copies of the Conference Proceedings for conference attendees.


6. Acquire the print matter for the cover of the Conference Proceedings (printed or CD) from the Conference Chairman or designated committee member.


7. Print the Conference Proceedings or create the Conference Proceedings in an electronic format.


8. Coordinate the shipment to the conference with the Exhibits Chairman or designated committee member or vendor.


Program Guide


1. Gather documentation and create the Program Guide which includes, but is not limited to:


Title Page


Copyright


Chairman’s Welcome Letter


Conference Executive Committee Members


Conference Advisory Committee Members


Conference Management Committee Members


Conference Program Committee Members


Conference Program


Authors’ Index


Future Conferences


2. Coordinate with Conference Chairman and other committee members to create a letter to sell advertising in the Program Guide to offset printing and development costs.

3. Work with Exhibits Chairman or other designated committee members to gather a mailing list of potential advertisers.


4. Work with Program Coordinator and Conference Treasurer to collect revenues for ads sold.


Tutorials


Work with the Tutorial Chairman to establish the due date for tutorial subject material.  The Tutorial Chairman will collect any tutorial materials from the presenters and provide it to the Publications Chairman by the due date agreed to.


1. Coordinate with Tutorial Chairman and Conference Coordinator to identify the quantity of each tutorial to be printed.


2. Create cover pages and print tutorials.


3. Coordinate the shipment to the conference with the Exhibits Chairman or designated committee member or vendor.


Expenses


1. Provide a forecast of the expenses for publications services to the Conference Treasurer.


2. Collect invoices for printing and mailing services and submit them to the Conference Treasurer for payment.


3. Collect, approve and submit invoices to the Conference Treasurer for:


Printing and creation of the conference proceedings


Printing of conference tutorials.

Exhibits Chairperson

The exhibits chairperson has overall responsibility for developing the exhibit space layout and the rules and documentation for sale of the space to potential exhibitors.  Other responsibilities include, but are not limited to:

1. Obtain proposals from and select an exhibits contractor.


2. Assume the role of primary contact with the exhibit contractor.


3. Review and approve the exhibit area floor plan.


4. Review and approve the Exhibits Prospectus.


5. Ensure that the Management Committee has first choice of exhibit space.

6. Establish exhibit hours.


7. Establish contractor fees.


8. Resolve exhibit related problems as they occur.


9. Assure that the appropriate exhibitor documentation appears on the INTELEC website.


Publicity Chairperson

The Publicity Chair is responsible for increasing awareness of the INTELEC Conference among targeted audiences, including industry professionals, academia, the trade press and the general press.  The objective is to increase registrations for the conference and tutorials and to increase the number of exhibitors.

1. Listing in Event Calendars:  Getting INTELEC listed in industry calendars is important.  One way is to prepare a press release and send it to all the industry publications, asking them to list INTELEC in their calendar of events.  Telephony magazine must have this information early in the year.  Prepare a blanket distribution for any publication whose readers might be interested.  This can be done by fax, e-mail or mail.


2. Periodic Press Releases:  A press release can be prepared on almost any topic or theme, i.e., conference selected, call for papers issued, location selected, Keynote speakers selected, or after the conference, the recorded number of attendees, exhibitors, etc. 


3. Industry Newsletters:  Both the PELS Newsletter and the PSMA Newsletter have been generous about giving us coverage in every issue of the newsletter.  The Publicity Chair has to provide an article for each publication.  The newsletter editor will then edit to suit space available etc. 


4. Press Kit, Press List, Interviews, Press Room, and Website:  The Publicity Chair is responsible for preparing a press kit, a press list and information about press passes as well as reserving a Press Room near the exhibits area as explained and indicated below.

Press Kit:   The Press Kit can be something as simple as a briefing sheet on INTELEC (history, purpose, scope, membership, etc.), an exhibitors list and a conference program.


Press List:  During previous INTELEC Conferences, a number of requests were received from exhibitors for a press list, including publication name, editor name, and contact information.  The exhibitors wanted to arrange time to talk with attending editors.  A Press List should be readily available to exhibitors and could be a service offering to them. 


Interviews: Arrange interviews to allow the attending press to speak with the Conference Chair and the Program Committee Chair bringing more visibility to INTELEC.  These interviews can be conducted in the Press Room.

Press Room:  The Publicity Chair shall arrange for a Press Room to be made available close to the exhibits area.  This room is a good location for distribution of the Press Kits and for Press Interviews. 

IEEE Website: IEEE lists INTELEC on its website with a link to the INTELEC website.  Verify that it works and is correct.


5. Conference Support


In non-North American conference years the North American Publicity Chair must ensure that INTELEC for the following year in North America  has booth space at the non-North American conference (e.g. INTELEC 2002 (Montreal) needs a booth at INTELEC 2001 in Scotland).


The NA Publicity Chair should work with the European or non-North American Conference exhibits person to be sure the booth has a banner or front label and should determine what will be exhibited in the booth.  This may include destination posters and handouts, a preliminary flyer on the North American conference, a call for papers, if available, video tape of destination, etc.  The Publicity Chair should obtain the video that will be shown by the North American chair at the end of the European conference which invites everyone to the next conference.


In North American conference years, in addition to typical publicity responsibilities, the Publicity Chair may be called upon to participate in selecting delegate gifts, prepare evaluation forms for the conference, tabulate and analyze the evaluation information and make recommendations to the management committee, based on attendee feedback.

6. Enforce the INTELEC Press Policy as outlined below.


INTELEC Press Policy


INTELEC will adhere to the following policies in determining to whom conference passes may be offered.


Procedures for requesting a complimentary pass


All requests from members of the press for complimentary conference passes must be made in writing and submitted to the Publicity Chair by the pre-registration deadline for the conference.  No complimentary Press passes will be issued during on-site registration.


Editors & Publications


1. The Publicity Chair may offer free conference registration, with access to the exhibits and the technical sessions (but not the social events), to the Senior Editors of key publications that are likely to review the conference in their publications.  The Senior Editor also receives a copy of the Conference Proceedings. (Materials from Tutorials are not included in this package).


2. To qualify, the publication must focus either on power specifically or on the end user businesses (telephony, wireless, networks, communications, etc.) and must have a certified circulation of at least 6,000.  The person proposed to attend on the free pass must be a senior, high-level editor and there should be reasonable certainty that the publication will publish an article about the conference.


3. A free conference registration (exhibits, technical sessions and a copy of the conference proceedings) may also be given for a full-page ad in the publication. 


4. Approved list of publications: 


1. Telephony (Typically offers one free full page, four color ad in return for a booth space in the Exhibit area.  In 1999 an ad was placed in the Power Supplement and Telephony provided a substantial reduced rate.

2. Telephony- IEEE Communications – (Provides a free ad, usually in the June issue, in return for a table in the exhibits area and distribution of a copy of IEEE Communications magazine to attendees.)

3. Global Telephony


4. America’s Network


5. Batteries International (Typically gives INTELEC a good rate, not a trade 

arrangement)

“Advertising for Exhibit Space” Swaps


1. The Publicity Chair may offer a single booth space (or other display area) in exchange for advertising INTELEC. (Space permitting)  


2. The booth space is accompanied by 2 exhibit-only passes.  (Full conference passes are not included in the offering).  The booth recipient (publication) must order and fund their furnishings for the booth from the Conference Exhibit Manager.  


3. The ad recipient (INTELEC) must provide the advertising materials in the format specified by the publication.


4. The publication will be listed in the Exhibitor’s Guide and on the Exhibition Map.


5. The publication may distribute free copies of its magazines at the conference and may solicit new subscribers.


6. The Publicity Chair will coordinate assignment of space with the Exhibits Chair.


Non-Qualified Publications and Writers


The Publicity Chair may offer a free one-day exhibit pass to the Chief or Senior Editor of smaller publications such as an industry newsletter with limited or uncertified circulation. 


Tutorial Chairperson

The Tutorial Chair has responsibility for the following functions and associated tasks.


1. Determine the scope and content of the tutorial program.


2. Solicit appropriate tutorial presenters.


3. Assure that the tutorial material complies with the presenter’s abstract / synopsis.


4. Set the hours when tutorials will be presented.


5. Establish tutorial compensation and travel and living expenses.


6. Assure that the tutorial handouts are available for the presentation.


7. Enforce policies regarding sale and distribution of tutorial handouts.


Electronic Media and Communications Chairperson

The EM&C Chair is responsible for maintaining and improving means of communication between and among those who have an interest in INTELEC.  Some of the functions associated with communications are outlined below.


1. If required, work with the Management Committee in choosing a website development organization. 

2. Develop or work with the developers of the INTELEC website to assure that the website is professionally constructed and is appropriate for the conference.

3. Review all the data and text put on the website for accuracy, syntax and spelling.

4. Assure that the cost to develop the website and the cost for hosting are competitive.

5. Update and maintain the existing mailing list.  Eliminate names of those that are no longer interested, while maintaining the names of potential attendees, contributors, sponsors, and other benefactors. 


6. Explore methods of filtering the mailing list for targeted communications. 


7. Establish an e-mail address list and explore its potential for exchanging information relating to abstracts, papers, conference registration, hotel registration, etc. 

8. Explore methods of updating the mailing list and the e-mail list via the INTELEC website. 


9. Optimize the use of electronic communications

To accomplish his mission, the EM & C chairperson works closely with people in the functional areas listed below.


1. The INTELEC leaders and organizers. 


2. The community of participants and potential participants, including authors and delegates.

3. Publications, to facilitate and improve printed communications, 


4. The appropriate organization, to maintain viable US and International postal address lists and a viable e-mail address list. 


Local Arrangements Chairperson


The Local Arrangements Chair is responsible for organizing the following events associated with the Conference:

1.  Spousal/Partner Tours.  These tours usually occur on Monday and optionally on another day of the Conference to entertain and educate the spouses or partners of those attending the Conference.

2.  Tuesday or Wednesday Afternoon Group Tours.  These tours (or tour) generally start at 1:00pm, for all attendees including spouses, partners, and family members.  If the Group Tours occur on Wednesday, they are timed to have the attendees and their families back at the hotel by 5:00pm for the evening social event.

3.  Advisory Committee Dinner.  This dinner is usually held on Tuesday night of the Conference at a historical or educational venue in the host city and is by invitation only, (various INTELEC committees members) with 60 to 80 people attending,

4.  Wednesday Night Banquet.  The cost for this event is part of the registration fee for all attendees.  Additional tickets can be purchased for spouse, partners, and family members.  The attendance at this event is typically 350 to 400 persons but can be more or less depending upon conference attendance.

5.  IEEE, the official sponsor of INTELEC is a 501(C) (3) not-for-profit organization and has filed for tax exempt status in many states.  It is important to use this status, if applicable to the state, to reduce INTELEC’s costs, wherever possible.  Savings can be substantial.


Industry Users Chairperson

The Chairman of the Industry Users Committee is responsible for seeking out and encouraging representatives from wireline, wireless, CATV, satellite and internet companies to attend INTELEC.  These representatives should include engineers, installers, maintenance and management personnel with responsibility for reliable AC and DC power systems within these industries.  Alternate energy systems suppliers and users are also encouraged to attend. 

This position is best suited for an individual with broad experience in communications systems and who has current list of past contacts in each of the aforementioned areas.  It is necessary for this person to be able to commit to spending time to call or e-mail potential conference attendees to explain the nature, goals and benefits of the conference and to solicit their attendance.

Marketing Chairperson

The Chair of the Marketing Committee is responsible for developing and selling financial support opportunities for persons and companies attending the conference.  Based upon past experience, several companies attending INTELEC have expressed a desire to publicize changes in their company, advertise and showcase new products or increase their company’s exposure at the conference.  These opportunities provide these companies what they desire at a reasonable cost.  The financial support gained from these sales helps INTELEC defray some conference expenses.  In addition, this committee will accept contributions from individuals or companies who do not attend INTELEC but wish to gain some exposure at the conference.

As an example, marketing opportunities might include funding full or partial cost of the Sunday and Monday evening receptions, luncheons in the Exhibits area, coffee breaks between the technical sessions, placing ads on the rear cover of the Proceedings CD, placing ads or logos in the Program Booklet and other similar items that represent a cost to INTELEC.  In exchange for this support, INTELEC provides various types of exposure for the supporting company.

This position requires a commitment of time and possibly additional personnel.  Opportunities for interested companies must be developed, printed and mailed. E-mail is also used extensively to support any hardcopy mail in addition to information placed on the website.  INTELEC’s webmaster will be helpful in placing promotional information on the website but the Marketing Chair must prepare such information and submit it to the webmaster.  Since follow-up and discussion with each prospective company is required, the Chairperson must be very accessible via telephone or e-mail.  Most activities occur six months prior to the conference start date.  Some experience with graphic design or a resource with graphic design experience is necessary.  Experience with Adobe PDF or other similar software editors is helpful and important.

IEEE Conference Registration Fee Requirements

IEEE Policy 10. 1. 15. - REGISTRATION FEE REQUIREMENTS:


IEEE solely sponsored and co-sponsored conferences must have a member/nonmember individual registration fee differential, whether paid in advance or at the door.  The amount of the differential must be in the range of 25% to 50% above the member price, the exact amount being set by each Conference Committee.  There shall be no fee differential among members of the IEEE based on membership in sponsoring IEEE entities.


There must be a reduced fee, waiver of fees, or fee differential for student members.


Reduced fees, waiver of fees, or fee differential for unemployed IEEE members, retired members and Life Members, and for special registrants (e.g., guests, speakers, and exhibitors) are permitted at the discretion of the Conference Committee.


The individual registration fee for retired members and for Life Members must be no more than that for Students.


At the discretion of the Conference Committee, the IEEE member registration rates may apply to members of non-IEEE co-sponsoring, cooperating organizations, or sister societies.
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												INTELEC 20XX

												Calendar  of  Activities

		INTELEC 2000 reference

		Date		relative date		Countdown to Conference		Date		Day of Week		Activity		Responsibility		Status

						-836		1-Jun-06		Thursday		Contracts signed with Town and Country Resort and Convention Center

						-775		1-Aug-06		Tuesday		Submit Form "IEEE Technical Activities - IEEE Conference Information Schedule"

						-674		10-Nov-06		Friday		Request for quotation (RFQ) to Conference Coordinator

						-618		5-Jan-07		Friday		Management Committee formed

		Mar-99		-559		-541		23-Mar-07		Friday		Submit IEEE form "Request for Insurance"

		Mar-99		-559		-541		23-Mar-07		Friday		Preliminary budget and request for advance to PELS

						-520		13-Apr-07		Friday		Request for quotation (RFQ) to Destination Management Consultants

						-520		13-Apr-07		Friday		Request for quotation (RFQ) to exhibit managers

		Apr-99		-502		-478		25-May-07		Friday		Contract Negotiated with Destination Management contractor

						-478		25-May-07		Friday		Open Conference Bank Account(s)

		Apr-99		-520		-478		25-May-07		Friday		Obtain $50,000 cash advance

		Aug-99		-388		-478		25-May-07		Friday		Contract signed with Conference Coordinator

						-471		1-Jun-07		Friday		Conference Theme determined

						-461		11-Jun-07		Monday		Submit IEEE "PUBFORM" (At least 6 months before the conference)

						-429		13-Jul-07		Friday		Contract signed with exhibit contractor

		Jun-99		-438		-429		13-Jul-07		Friday		Video for 2007 closing ceremony produced

		May-99		-498		-429		13-Jul-07		Friday		Obtain promotional material for distribution at Rome

						-391		20-Aug-07		Monday		First "Call for Papers" information for printing

		Aug-99		-406		-390		21-Aug-07		Tuesday		Call for Papers submitted to PELS and PSMA newsletters

		Aug-99		-376		-384		27-Aug-07		Monday		Confirmation of requirements for tutorial program accreditation

						-370		10-Sep-07		Monday		Call for Papers Printed

						-367		13-Sep-07		Thursday		Web content provided to Gerhard Schwebler

		Jun-99		-462		-352		28-Sep-07		Friday		Web Page functional (Phase I)

		Nov-99		-300		-352		28-Sep-07		Friday		Form (.pdf) on the Website to contract for exhibit space

						-350		30-Sep-07		Sunday		INTELEC 2007, Rome Starts

		Jun-99		-459		-350		30-Sep-07		Sunday		Management Committee Meeting - Rome

						-347		3-Oct-07		Wednesday		Mgmt Com. presentation in Rome / CEC

		Nov-99		-300		-345		5-Oct-07		Friday		Promotional Presentation at Rome closing meeting

						-341		9-Oct-07		Tuesday		Abstract submission enabled on Web site

		Dec-99		-284		-328		22-Oct-07		Monday		Prospectus Mailed to Potential Exhibitors

		Feb-00		-222		-328		22-Oct-07		Monday		First Call for papers mailed

						-328		22-Oct-07		Monday		First Call For Papers on Web Site

						-327		23-Oct-07		Tuesday		Exhibit Fees Established

						-327		23-Oct-07		Tuesday		Management Committee Meeting #1, T/C Resort, San Diego

						-292		27-Nov-07		Tuesday		Promotional Materials Prepared

		Oct-99		-333		-285		4-Dec-07		Tuesday		Management Committee Conference Call #1

						-282		7-Dec-07		Friday		Design of conference promotional "card"

		Feb-00		-216		-282		7-Dec-07		Friday		Second "Call for Papers" Printed and Mailed

		Mar-00		-173		-240		18-Jan-08		Friday		Confirmation forms due from authors

						-240		18-Jan-08		Friday		Abstracts Due

		Apr-00		-162		-240		18-Jan-08		Friday		Program Committee formed

		Mar-00		-172		-240		18-Jan-08		Friday		Informational mailing to exhibitors list

		Jan-00		-235		-233		25-Jan-08		Friday		Abstracts distributed to the Program Committee

						-207		20-Feb-08		Wednesday		Management Committee Conference Call #2

		Feb-00		-194		-192		6-Mar-08		Thursday		Conference Fees Final

		Feb-00		-194		-192		6-Mar-08		Thursday		Finalization of social program

		Apr-00		-160		-181		17-Mar-08		Monday		Local Arrangements Program to Tony Leifel

		Jun-00		-87		-181		17-Mar-08		Monday		Manuscript submission enabled on Web site

						-181		17-Mar-08		Monday		Flyer on the Web Site

						-181		17-Mar-08		Monday		Draft of panels for the "Flyer" to Tony Leifel

						-177		21-Mar-08		Friday		Turn off abstract submittal button on the website

						-175		23-Mar-08		Sunday		Easter

						-173		25-Mar-08		Tuesday		Program Committee Meeting (Abstract Review) T/C Resort, San Diego

						-172		26-Mar-08		Wednesday		Program Committee Meeting, second day, if needed T/C Resort

						-172		26-Mar-08		Wednesday		Management Committee Meeting #2, T/C Resort, San Diego

						-172		26-Mar-08		Wednesday		Content and quantity of Authors Kits defined

						-167		31-Mar-08		Monday		Tech Program draft developed for the "Flyer"

						-167		31-Mar-08		Monday		Flyer Welcome Letter Completed

						-164		3-Apr-08		Thursday		Acceptance / Reject letters mailed

						-164		3-Apr-08		Thursday		Authors Kits completed and mailed

						-160		7-Apr-08		Monday		Begin bi-weekly E-newsletter to electronic distribution list

		Jul-00		-71		-158		9-Apr-08		Wednesday		Conference "Flyer" draft ready for review

						-156		11-Apr-08		Friday		Start Conference pre-registration

						-156		11-Apr-08		Friday		Registration enabled on the Web site

		Apr-00		-160		-156		11-Apr-08		Friday		Conference "Flyer" to printer

		Jun-00		-101		-142		25-Apr-08		Friday		Exhibit Floor Plan Submitted to T/C

		Jun-00		-87		-114		23-May-08		Friday		Manuscripts due from authors

		May-00		-118		-107		30-May-08		Friday		Distribution of conference promotional card to exhibitors for mailing

		Jun-00		-101		-96		10-Jun-08		Tuesday		Management Committee Conference Call #3

		Jul-00		-71		-93		13-Jun-08		Friday		Turn off the manuscript transmittal process on the website

						-73		3-Jul-08		Thursday		Manuscripts final format verified

		Mar-00		-172		-73		3-Jul-08		Thursday		Introductory pages of the Proceedings drafted

						-65		11-Jul-08		Friday		Workshops finalized

		Dec-98		-649		-58		18-Jul-08		Friday		Room block update with Hotel

		Jun-00		-101		-58		18-Jul-08		Friday		Conference Proceedings to printer

						-44		1-Aug-08		Friday		Tutorial manuscripts due

						-33		12-Aug-08		Tuesday		Management Committee Conference Call #4

						-30		15-Aug-08		Friday		Invitations out for ADCOM banquet

						-30		15-Aug-08		Friday		Draft of introductory material for the Program Booklet to Tony Leifel

		Sep-00		-9		-30		15-Aug-08		Friday		Registration cut-off/commitment for post-conference tour

						-30		15-Aug-08		Friday		On-line Conference Pre-registration closes

						-30		15-Aug-08		Friday		Tutorial material to printer

						-30		15-Aug-08		Friday		Tutorial material at Convention AV Services Company

		Jun-00		-87		-30		15-Aug-08		Friday		Final Program to Publications

		Jul-00		-71		-9		5-Sep-08		Friday		Program Booklet printed

		Sep-00		-1		-1		13-Sep-08		Saturday		Management  Committee Meeting #3, T/C Resort, San Diego

		Sep-00		0		0		14-Sep-08		Sunday		Conference Start

		Sep-00		-1		0		14-Sep-08		Sunday		INTELEC 2008/Sept. 14-18, 2008

						4		18-Sep-08		Thursday		INTELEC 2008 Wrapup Meeting

						12		26-Sep-08		Friday		Status report to IEEE-PELS

						24		8-Oct-08		Wednesday		Tutorial attendee list to IEEE for CEU award

						57		10-Nov-08		Monday		Committee Reports Due to Chairman Seyer

						65		18-Nov-08		Tuesday		Management Committee Conference Call - Final Report

						168		1-Mar-09		Sunday		Books closed, treasurer's report to IEEE






