Advice for Organising a 
European Systemic Functional Linguistics Workshop
Compiled by Mick O’Donnell (micko@wagsoft.com)

Abstract: this document offers advice to those organising a European Systemic Functional Linguistics Workshop.

1 Workshop Timeplan

This section sets out in general the steps you will need to take in organising a workshop.
	Time before
	Action

	~2 years
	Set Dates: choose dates to avoid clashes with other conferences in the field (especially don’t class with the ISFC, best to follow it or precede it closely). Looks for dates which are compatible with teaching in all European states, and hopefully compatible with Australia, Canada, U.S., etc.

	
	Book Location: Depending on your situation, you should book rooms for the workshop well in advance, whether this is inside your university, or some sort of workshop centre.

	18 Months
	Preliminary Budget: work out an estimate of what income you can expect, and probable expenses (see Budget section below). This will tell you what you can afford to spend on plenary speakers.

	18 Months
	Organise Plenaries: ask potential plenary speakers if they are interested, and get conditional acceptances. The theme of the workshop obviously needs to be determined at this point.

	~1 year
	Web page: set up a web page, containing at least the information in the call for papers, and perhaps more detail.

	~1 year
	1st Call for Papers: prepare a first call for papers, advising of workshop dates, location, theme, plenary speakers, etc. (see below). This should be distributed at the previous workshop and  the previous ISFC. Also, send out to the extended Systemic Contact List (see below)

	~1 year
	Conference lists: email various conference list managers to ensure your workshop is listed (see below).

	8 months
	Prepare poster: often a workshop poster is sent out, for people to put on their door. A3 size (2 A4 pages) works best. Avoid clutter, the main idea is to catch the eye. People should have the poster at least a month before the abstract deadline, so they should be mailed about 6 weeks before the deadline. Two weeks before this, send email to Sysfling/sys-func asking who wants one, and to what address.

	6.5 months
	Call reminder: two weeks before the call deadline, send out a reminder, including relevant details of how to submit.

	6 months
	Deadline extension: typically there is a 2 week extension of the deadline, to allow for the fact that most of us leave things for the last minute. Mail out a notification of extension.

	5.5 months
	Prepare Registration form: write the registration form, either as a MS Word document, or as a web form (see section below).

	5.5 months
	Deadline Close: once the deadline is reached, process them. If there is a programme committee, mail out abstracts, allowing only 2 or so weeks for them to read them and get back results.

	5 Months
	Open registration: Advise all with accepted papers, and possibly sysfling/syfunc that registration is open, and how to register. Put details also on the website.

	4 Months
	Organise preliminary programme: start organising papers into a timetable. Take into account that some people will fail to register, or pull out after registering. Post preliminary programme on the web, and ask all presenters if they have problems with it. If changes are made, ask all affected if they are ok with the change.

	4 Months
	Contact Publishers: Approach Publishers regarding bookstands (see below).

	1 Month
	Prepare Conference Handbook: start organising the abstracts from plenaries, workshops and papers into a document. Include preliminary pages giving workshop information (about location, organisers, local attractions, eating out, etc.). But don’t print the book until quite close to the workshop, as details will change as people pull out. But leave sufficient time. Perhaps book in at the printer beforehand.

	1 Month
	Detailed Travel Guide: Update the website with precise details as to how to get to the workshop. Include for instance, the address of the residence to give to a taxi, approximate cost of taxi, other means of getting to the site (buses, etc.). Also, advise on weather to expect, and other local details (beware of taxi drivers, bag snatchers, etc.)

	2 weeks
	Publisher Follow-up: where publishers are sending books for unmanned display, and books haven’t arrived, contact publishers to check status.


2 Early Planning
At an early stage, you need to determine when and where to hold your workshop, what theme to address, and which plenaries to invite.

2.1 Location
Should ideally be close to an international airport. For Miraflores, we chose a mountain village 50KM from Madrid, but provided coaches to/from the city to make access easier.
2.2 Choosing a theme

It helps to choose a theme that you have expertise in, so that, for instance, you know which plenaries to invite, and can judge the quality of paper proposals. Avoid themes which have been addressed in recent years in the Euro workshop, or in recent months in one of the other systemic meetings. Be aware that the popularity of the theme will affect attendance, more obscure themes leading to lower numbers. 

2.3 Plenaries Speakers
Selecting Plenaries: Obviously choose plenary speakers close to your theme. Try for a gender balance. Perhaps include one non-Systemic expert on the theme. 

What to offer Plenaries: What you give plenaries is up to you and your budget. Often they are given airfare and accommodation/meals, but not always. European plenaries are relatively cheap for airfare, while an Australian will cost 2000 Euros in airfare alone (which may be 20% of your budget). A non-European candidate might accept a local airfare if they were planning to be in Europe anyway (e.g., for a co-occurring ISFC). 
2.4 Early Announcement
It is useful if the location/theme and approximate dates are published on the Systemic web sites as soon as they are known. This will help other conference organisers plan their dates. Send an email to micko@wagsoft.com to put the details on the main Systemic site. Contact also:
Christian Matthiessen
<http://minerva.ling.mq.edu.au/>

John Polias  (ASFLA)
<http://homepage.mac.com/asfla/index.htm>

JASFL
<http://www.aichi-gakuin.ac.uk.jp/~makoto/jasfl.htm>

Matt Howe  (AAAL)
< AAAL@primemanagement.net>
Funknet
<Funknet@ricevm1.rice.edu>

Peter White (from  Univ. of Queensland)
<peterw@lingua.cltr.uq.oz.au>

French functionalist list
<thalman@wfi.fr>

Linguist list
<emich.edu/~linguist/conference.html>

2.5 Booking rooms
Book rooms early to avoid conflict with another workshop. Try and get all rooms close to each other. If one room is off by itself, it may attract small audiences. Make sure that the largest room can hold all of your expected attendees (for plenary talks). Make sure each room can hold the expected number of people for a talk.
2.6 Where people come from?
It may help your planning to have an idea where attendees will come from. For the Miraflores conference, where Literacy was the theme, we had attendees from the following regions (excluding organisers and helpers):


Europe: 

41

Australia: 

22

North America:
9 (6 USA, 3 Canada)


Asia:


4


Africa:


2

Distribution will depend on theme: Australians work a lot on literacy.

In regards to European attendance, the breakdown was as follows:

	
UK:
12


Sweden:
3


Spain:
14


Ireland:
1


Portugal:
1
	
Italy:
2


Germany:
4


Austria:
2


France:
1


3 Budget

The preliminary budget is also something you need to work on early, to decide, for instance, how much you can offer the plenaries. Your projected expenses need to be offset by projected income. At all times though the preparation, try and maintain an accurate as possible estimate of the budget. Also, try and maintain a positive balance by a substantial amount, as things pop up unexpectedly. For most of the time preceding the Miraflores workshop, we had an estimated surplus of 2000 Euros, but this was cut down to 0 by the end of the workshop.

3.1 Income

Expect money from 2 main sources: registration and sponsorship. 

Registration: You can estimate the money you will get from registration by multiplying the number of paying attendees by the registration fee. For instance, if the registration fee is 100 Euros, and you expect 60 paying people, expect 6000 Euros from registration. In estimating the income from registration, take into account:
· Non-paying attendees: this includes organisers, helpers, plenary speakers etc., and perhaps those you invite from your faculty.
· Subsidised Attendees: there has been a policy of offering reduced or waived registration to those from poorer countries.
· Earlybird registration: if you offer a reduced rate for early registration, then this is probably the figure you should use for first estimates of income.

How many people to expect: past workshops have attracted between 60 and 120 people, depending on:

· Location (Valencia has done best);

· Co-occurring ISFCs (both Liverpool after the Cardiff ISFC, and Lisbon after the Liverpool ISFC, have done well); 

· Theme (‘Literacy’ attracted many Australians, while, for example, ‘Rheme’ will be of interest to fewer practitioners).
How much to charge: previous workshops have charged 80-100 Euros for registration (not including accommodation or meals), although you can go cheaper or higher as needed. 

It is useful to offer one rate for early registrations, and a higher one for registrations past a cut-off date. This will encourage earlier payments, which has two results: i) you have funds to work with, and ii) people who pay early commit themselves to attending.

Sponsorship: In most cases, your university will provide substantial money to support the workshop. It may be possible to get sponsorship from local companies in return for advertisements on the Programme. Try asking airlines if they will provide a free ticket for a plenary speaker in return for mention. Sometimes banks will provide the workshop folder.
For Miraflores, we gained approximately 7000 Euros from registration, and 5500 from University sponsorship.

4 First call for papers
Around the time of the workshop before yours is the best time to start advertising. This can be in the form of a double-sided A4 leaflet to distribute at other workshops/conferences. The same text should also be sent out to the general Systemic community, and possibly other lists, such as the Linguists List, or the Functional Grammar list.

4.1 Details to include

The First Call for Papers typically announces the name of the workshop, dates, location, theme, and organisers. A section also specifies in more detail what the theme covers, and also how to submit an abstract, and with what cut-off date.

Typically, the call asks people to send, by email, the following information:

· Name of authors

· Affiliations

· Title of paper

· Abstract (around 200 words)
· Audio-visual needs

· Whether for paper or workshop.

· Contact email address

Typically again, the call requests papers on the theme, but allows for submissions off-theme so as not to exclude Systemicists who don’t work in that area. For Miraflores, we accepted off-theme papers if they were of good quality.
4.2 AV Needs
These days more than 50% of presenters want data projectors. Some may want video players, possibly connected to a projector. Other may want speakers for a cassette tape. These days, most laptops can play CDs and DVDs, so separate equipment is not needed for these (but check). Many may want to play video files on the laptop (e.g., avi or mpg). However, as many different codecs exist, you will need to check that they work on the particular machine they will be presenting on. In any case, by asking what AV needs they require, you can hope to be better prepared.
4.3 Workshops?

In the past, the status of workshops (longer sessions with much interaction between ‘presenters’ and participants, typically analysing texts) was stronger. As the meeting has grown, it is getting harder to manage these. You need to decide how much of the workshop time-frame to give over to workshops. If you have them, include a call for workshops in the call for papers.
4.4 Call Deadline

Typically, the workshop is held in late July or early August. The deadline for paper submissions is typically six months in advance, e.g., late January. Avoid setting the deadline either late December or early January, as people are on break, and you may miss a lot of submissions.

Typically, the deadline is extended anyway, by 2 weeks or so, as we academics leave things to the last minute. Extending the deadline may net another 10 or so submissions.
If  the actual close is mid-February, then the acceptances could be sent out early March. Note that for many coming from outside Europe, this is a good time for booking planes. Much later is more expensive. If using hotels for accommodation, in a popular city, even this may be quite late. In such cases, set the deadline earlier, but be flexible with late submissions.

4.5 Workshop Contact

On the call for papers, provide details of how to contact the organisers. Rather than giving your own email addresses, create an account specifically for the workshop, as this will allow you to separate the vast volumes of email from your own account. 

4.6 Email Distributions

Mick maintains the ISFLA email contact list (~1300 addresses), which includes all on Sysfling and Sys-func. The first call for papers should go to this list. Mick can distribute for you. 

Later calls typically go out to Sysfling/Sysfunc, and also to those who have expressed interest in attending (by either submitting an abstract or by registering).

4.7 Web Pages

The information of the first call often constitute the first webpage for the workshop.

For an example of what to include for the workshop webpage, see for example: 

http://www.isfla.org/Conferences/Miraflores/
Note that the initial page will be simpler, providing bare information. As the workshop date approaches, information such as programme, registration details, accommodation, etc. can be added.

If you lack web skills, Mick is willing to organise the website for you, under the isfla.org website.

4.8 Conference Lists

There are various websites which list upcoming conferences. The managers of these lists should be notified, given: conference name, date, location, theme and website. This should include:

1. micko@wagsoft.com (The Systemic Conferences & Meetings List)

2. ?? (The ASFLA conference list)

3. ?? (The Macquarie Modelling Group list)

4. ?? (The JASFL site)

5. ?? (The Chinese Systemics site)

6. ?? (Peter White’s conference list – this is not THE Peter White of appraisal fame)

7. ?? (The Linguist List Conference List)

8. ?? (Another conference list)
4.9 Margaret Berry

Margaret, who founded the workshop, is retired, but may still attend if she knows about it. However, she is not on Sysfling, nor email. You should send her a snailmail copy of the workshop flyer so that she knows, especially when the meeting is in the UK. Ask Mick for her address.
5 Programme Committee

5.1 To vet or not to vet?

You may or may not choose to vet the abstracts. At a minimum, it pays to pretend to be selective, even if you reject nothing, as this increases the status of the workshop. There may be some abstracts so irrelevant you will reject them (e.g., some people will submit abstracts just to get their university to pay a free airfare to their holiday destination). In some cases, you may need to be more selective. For Miraflores, we could only fit 95 people into the main plenary room, so we limited attendance to 100, and to about 70 papers. As we received 130 paper proposals, we needed to be very selective. We thus instituted a programme committee.

If you don’t plan to use a committee, skip to the following section.

5.2 Organising the Committee
A programme committee should have a programme chair, who may or may not be one of the convenors.
How many readers?  The chair and the organisers then work out how big the committee needs to be. If each abstract is ready by 2 readers, and there are 100 abstracts to read, then there will be 200 readings. If you want to give each reader 10 abstracts, then you need a panel of 20 people!  The more abstracts each reader gets, the less readers needed, but the more work for them.

Who to choose? The has been a tendency to choose past organisers for the programme committee, as they generally know the field, and also know the process of evaluation. Choose also local people who know the field, so that they have some part in the organising. Prefer people who work within the theme. Avoid people who are known to be disorganised (else you will be chasing them up at the last minute). Once you have a list of candidates, ask them by email if they will/can do it, telling them when they will receive abstracts, and when they need to be back. Also possibly ask them for their areas of expertise within the conference theme.
How to Allocate? Roughly divide the abstracts by topics, and also assign topics to readers by their expertise (perhaps ask them which topics they are interested in). Then assign papers to readers by expertise. Avoid assigning papers to readers closely connected with the authors (e.g., supervisor, or same university).

Blind or open? It is often fairer to delete author names from abstracts before sending them out, to avoid the reader being influenced by the fame of the author.

5.3 Evaluating Papers
There are many ways to evaluate the papers. For Miraflores, we asked the readers to evaluate each abstract over 4 point, each point on a scale 0: poor, 1: average, 2: good. The 4 points were:

· Relevance to theme

· Relevance to SFL

· Importance of the work

· Clarity of presentation

Each paper could thus score between 0 and 8 from each reader, and between 0 and 16 when the marks of both readers were summed.

To avoid reader bias, we then looked for all cases where the marks of the two readers disagreed on any point by more than 1, or where the overall mark of the reader differed by more than 2. In such cases, the organisers and programme chair themselves evaluated the paper, and compared their results with the 2 readers. In some cases, one of the reader’s marks was changed towards that of the other reader (for example, one reader marked a very prominent Systemicist 0 for relevance to SFL).
Readers were also asked to provide ‘comments for authors’ and ‘comments for organisers’ (the latter not to be sent to the authors).

5.4 Selecting Papers

We then ordered all the papers in terms of their overall mark. We drew a line under the 80th paper (given we had decided to accept 80 papers). However, as many papers score the same mark, we then examined those papers which were on the same score as the last included to see if some or all of the excluded should be upgraded to an accept.

Waiting list: Given many who submit an abstract will not eventually show up, we allocated 10 papers below the mark to a waiting list. Actually, more than this may be needed, as we had more dropouts than that.

5.5 Notification of Authors

We then notified (via email) all authors of their status (accepted, waiting list or rejected).  All authors were given the “comments to authors” if any. Those who were accepted were asked to modify their paper in line with the comments, if appropriate. The wording of rejection notices should be diplomatically worded, e.g., “due to the large number of proposals received, we have been forced to be selective”, etc.

In Miraflores, we restricted attendance to those with accepted papers, so we sent registration details along with the acceptance email. In other cases, all may be invited to register.
Ask all accepted authors if they want an official “acceptance letter” sent out (or do that automatically). The letter should make clear that the abstract was “reviewed by an international programme committee” (if that is true).
6 Registration

Once the acceptance/rejection of proposals has been mailed out, registration should open. The reason for only opening then is that many people can’t get funding to attend unless their paper is accepted. If people register before acceptances are mailed, they may be surprised to be rejected, and then cancel their registration. 
Opening of registration should be mailed out to either the sysfling/sysfunc lists, the general Systemic contact list, or maybe restricted to those with accepted papers.

6.1 The Registration Form

The registration form is used to collect from attendees all information needed to organise their attendance and payment. In some cases, this will include their accommodation and meals. In other cases, attendees are left to organise their own accommodation and/or meals. Typically at least the conference dinner is handled by the organisers.
The registration form typically elicits:

1. Name, Institution, mailing address of attendee

2. Dietary Requirements (e.g., if vegetarian)

3. Whether an official acceptance letter needs to be mailed out (unless you sent these out automatically to all accepted authors).

4. Accommodation & meal requirements.
5. Payment details

See appendix 3 for a sample registration form.
Note that the registration form could be a web form instead of a paper form. Also, for Miraflores, although we used an MS Word document, we preferred to receive it back by email so that we could store electronic copies.
Start/End times: To help people plan their accommodation and travel, the registration form should make clear when the first paper starts, and the last paper ends. This should appear also on the web-pages.

6.2 Non-attending partners

The biggest problem on a registration form is how to deal with non-registering partner and/or family. If accommodation is included in the form, you need to allow the attendee to specify for partner, and in rare cases, for children as well. They may want to attend the conference dinner, and possibly take meals if provided by the workshop. 
One solution is to require a separate registration form for each family member, and thus making the registration fee optional. The other alternative is to allow the attendee to specify how many meal tickets, etc., they want for each meal. See the sample registration form in Appendix 3 for one solution.
6.3 Payment

The registration form should specify how to pay. In the past, people paid onsite, as international cash transfers were expensive. These days, cash transfers are far simpler. 

Bank Transfers: Within the Euro zone, theoretically transfers are free if an IBAN number is used, but some banks ignore regulations and still charge both for sending and receiving transfers. This may be ironed out by the time you hold your conference. Since the UK is not yet in the Euro zone, charges will still apply, and seem to be around 12 pounds to send, and 6 Euros to receive. If attendees are paying by bank transfer, ask them to pay the sending fees apart from the amount sent. They may have to pay the receiving charge  

Credit Cards: Possibly the best way to pay is by credit/debit card payments, if you (your university) can handle this. You can thus guarantee that the amount your receive is what you should, minus the service charge (2-5 percent).
Cheques: There is usually a charge to ‘negotiate’ a cheque. Require cheques to be in the currency of the workshop country. Even better, specify that they must be drawn on a bank in your country, as this will mean minimal negotiation cost.
Onsite payment: In rare cases, you might accept payment onsite. Be wary of this as i) if they haven’t put up money beforehand, they are more likely not to show, possibly costing you money; ii) chasing up money onsite consumes lots of time you will need for organising other details. In Miraflores, we allowed onsite registration for those from countries with limited bank systems.

6.4 Keeping records

Keep very tight records of what each registrant needs to pay, what they have paid, and what they still need to pay. It is easy for the massive amounts of details which flow in during registration to get into a mess. In Miraflores, we used an Excel spreadsheet to help organise these details. We included a comment field to record any details which didn’t fit into the other fields, e.g., when one person pays for someone else, etc.
6.5 Conference Bank Account

You will need a conference bank account. Avoid using an existing university account which may be provided for this purpose, as you will not have full access to details (e.g., it is very useful to have web access to the transaction details). it is also confusing if your transactions are intermixed with other conferences, some transfers arrive without identifying details. Also, for a university account, you might need someone else to authorise any withdrawals, which can be difficult, especially as workshops usually happen in vacation time.
7 The Programme

7.1 Planning the Programme

How long should papers be?: At Miraflores, we allocated 30 minutes per paper (20 minutes presentation, 10 minutes for questions and room changing). However, various people complained this was too short. Perhaps 40 minutes works better (25 for presentation, 10 for questions, and 5 for movement). It also depends on how many papers you accept, how long the workshop runs, and how many simultaneous sessions you can support.
Workshops can run from 1 hour up to 3 hours, depending on their nature, and your limits.

Plenaries typically run for 90 minutes (including ample discussion time).
How many strands? As many as you need to fit in the papers, given the number of rooms you have available. The more strands, the smaller the audience for each one. Also, with more strands, people will start complaining of 2 or more good talks being on at the same time. If you need to go to 4 stands, consider extending for another half day or so.

How long should the workshop day be? Don’t exhaust attendees with overlong days. Actual hours can depend on local custom (in Spain, we worked 9.30-1.30, and then 3.30-8.30, taking a 2 hour siesta to break the day).

How much free time to provide? Sometimes workshops provide time for excursions, but that reduces time for presentation. There should be time for chatting about papers, so don’t overload the day, give morning and afternoon coffee breaks, a reasonable lunch break. 

Topicalising sessions: within each session, (several papers without break), try and keep the papers in each room topical. This will minimise movement between rooms.
Workshops: if you have workshops, they work well after lunch or evenings, when people are tired (since they are more interactive). Also, people can opt out, allowing them to take a break in a strenuous timetable.

European Association Meeting: allow time somewhere, ideally after lunch, for the AGM of the European Systemic Functional Linguistics Association. Typically, an hour is needed.
7.2 Advertise Preliminary Programme

Put the first draft of the programme on the web, so that attendees can critique it. If changes are necessary, notify all affected that their times have changed.

7.3 Assigning chairs

When the programme is mostly finalised, try and assign chairs to each session. These should obviously be people who are not speaking during that session, and avoid creating obvious conflicts (e.g., a someone chairing while their student is talking in another room). Also avoid people chairing where they are speaking in the session before or after. If someone has requested not to present on a certain day due to late arrival or early leaving, take that into account when deciding chairs.

Chairs can be more famous, or total newcomers (makes them feel more involved). However, provide more important people to chair the plenaries. Also, some speakers who are known to go overtime should be given strong chairs.

Chairs should be notified before the workshop, or at the registration desk, and asked if they agree to chair. This also avoids the phenomena of chairs not turning up to their session because they didn’t  know they were supposed to.

Chairs should be requested to contact the speakers in their session beforehand, firstly to check that the speaker has actually turned up, secondly, so they recognise them. 
8 Conference Handbook
Typically, all attendees are given a book of abstracts and other information on arrival at the workshop. This typically contains, apart from the abstracts:

· Final Programme detailing when and where each talk, etc. will be.

· Map showing where talk rooms are.

· Guide to local conveniences (e.g., laundry, pharmacy, doctor), etc.

· Eating out guide

· Contacts: how to contact organisers, etc.

· Attendee Address list (typically just email addresses and institutions)

NOTE:    it has been pointed out that many attendees may not be connected in to the SFL community as a whole. It would help if you thus included a page giving “Systemic Resources”, with pointers to the following pages:
· ISFLA homepage: http://www.isfla.org/
· Systemic Information Sites:

· Main SFL Website: http://www.isfla.com/Systemics/
· Macquarie Uni Website: http://minerva.ling.mq.edu.au/home.htm
· ASFLA Website: http://www.asfla.org.au/
· SFL in China: http://www.languagera.org/
· SFL in Japan: http://www2.ocn.ne.jp/%7Eyamanobo/jasfl.html 

· Joining SFL email discussion lists:

· http://www.isfla.com/Systemics/Contact/index.html
· Joining SFL Associations: http://www.isfla.com/Systemics/Associations/index.html
· SFL Conference List: http://www.isfla.com/Systemics/Conferences/index.html
9 Before the Workshop
Things which should be considered in the last months before the conference.

9.1 Publishers Bookstands

Publishers are usually happy to provide either a manned stall at the workshop (when in the UK especially), or else to provide books for an unmanned stall. The publishers most relevant include: Benjamins, Continuum, Equinox, Hodder-Arnold, Routledge, CUP, Target Texts, Contact Mick for a list of  email addresses for the relevant people inside. It seems most typical to request around 50 Euros for the stall, but nearly always, they pay by leaving samples. For Miraflores, the publishers donated all books on the unmanned stalls, but this may be different where the company has offices nearby.  
You can also ask some publishers if they want to sponsor a “book launch”. This might involve a 200 Euro or so contribution to a wine&cheese event, where a recently published book is presented. Check for recently published books by the plenaries, or other prominent attendees. Continuum and Equinox are good for this, but try Benjamins and Routledge as well.
· Continuum: Gurdeep Mattu gmattu@continuumbooks.com
· Equinox: Janet Joyce: jjoyce@equinoxpub.com

· Target texts: target_texts@ozemail.com.au

· Benjamins: anke.delooper@benjamins.nl  or isja.conen@benjamins.nl

· Hodder-Arnold: simon.boisseau@hodder.co.uk

· Taylor & Francis : Alison.West@tandf.co.uk (includes Routledge)

· CUP: ?? we dealt with the Spanish branch. Not much in SFL line.
9.2 Computers & Audio-visual
Ensure you have adequate computers and data projectors to put a projector in every room – these days, more than half of the speakers use PowerPoint. If not accessible within the university, consider borrowing from individuals or renting from companies.

Assign at least one organiser/helper to understand how each of the data projectors works.
You may also wish to have a computer at the registration desk, to help in accessing registrant data. Having a printer at the desk, or nearby, will also be very useful.

9.3 Email for Attendees

If you don’t provide email access for attendees, they will bug you a lot. Try to get access to a lab for the registrants, or a machine or two near the registration desk, for attendee use.
9.4 Name Tags

Name tags/badges should be prepared once the attendance list is fairly settled. Name tags are fairly simple to prepare yourself, using MS Word, a Laser Printer, and a Guillotine. Alternatively, ask professionals to do it. It is useful to print organiser badges in a distinct colour.

9.5  Workshop Folders or Bags
Some workshops prepare a cardboard folder to hold the Abstracts book, and other things given at registration (the name tag, a pen, paper for notes, maps of the region, etc.). Sometimes a bag with shoulder strap is given. In some cases, a bank on campus might provide these for you, in return for including their logo on the bag. In Miraflores, we opted for the simple approach, just giving an abstracts book with any inserts inside.
9.6 Presentation & Attendance Certificates

At the workshop, some attendees will request attendance or presentation certificates (or both), particularly attendees from Spain where they are required for CVs and funding. You should prepare a general “John Smith” version before the workshop, and use this template to print off those required at the workshop (alternatively you can post these out after the workshop, but you save postage and administration by doing it on the spot). You could also print off all certificates before the workshop and only give out those which people ask for.

Be warned of giving out presentation certificates before the paper is presented. Some students will then feel no need to turn up.
9.7 Prepare Local Area Guides

Write up a list of local restaurants or other eating options. Possibly also describe local walks, or things to see. Distribute this at workshop, build into abstracts book, or have available at desk.
10 During the Workshop
Most of what you will need to do should be clear to you by the time the workshop starts. 

10.1 Preparation Schedule

It may be useful to write out a Schedule for Preparation, detailing who is doing what, when and where, during the days just before the workshop. We discovered some conflicts at this point, people supposed to be in two places at once. Very useful. This schedule basically outlines for each organiser/helper where the should be at any time up until the start of the first paper (by which time hopefully things will be rolling).
10.2 Setting Up
Set up all audio-visual equipment well before the first talk, and make sure at least one organiser or helper knows how to operate it. 

Approach all plenaries and, if they will be using AV equipment, organise a time for them to test out their presentation before their talk. You can leave other speakers to approach you if they want to test their presentation. The exception here is those speakers who previously requested unusual equipment, e.g., video, etc.
Put clear signs on each presentation room. Also, from the registration desk, put signs with arrows to indicate where to go to get to rooms.
10.3 Workshop Desk

The workshop registration desk should be near the centre of where the papers are, etc. if at all possible. It should be manned at all breaks for attendees to ask questions etc.

It really helps to have a computer AND printer at the workshop desk, for printing out receipts, attendance certificates, presentation certificates etc.
10.4 Notice Board

Make sure you have at least one notice board. Display the workshop timetable here, and mark clearly any late changes to the timetable (dropouts, movements).  Allow space for other announcements, and for participants to pin up their own notices.

10.5 Book Displays

These could be set up beforehand, or left until things settle down. Beware of books going walkabout, so best to have them in view of the registration desk, or other visible place. Best if not in a place where only conference attendees are likely to be. Do you pack up books each night, or not? Displayed in a lockable area is best.
10.6 Doing the rounds

Appoint at least one organiser/helper to look into each room at the start of each paper/workshop to make sure the equipment is working for the speaker. This is a lot of work, but avoids problems.
If you notice a talk with no attendees (or very few), go and encourage people in the corridors etc. to fill some seats. Use helpers or organisers for this if needed. There is nothing worse for a speaker than to have no audience, and they may end up pissed off at the workshop as a whole.
10.7 Be Sociable

It is so easy to spend all your time organising that you don’t get time to talk to people. Make sure you take time to socialise, see how people are doing, and unwind a bit from the stress. Maybe even catch a talk or two.

Appendix I: A sample call for papers
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  Certificate of Participation   This is to certify that     Mary Jones   has attended the 16 th  Euro - International Systemic  Functional Workshop, Miraflores de la Sierra,  Spain, from 27 th  July to 31 st  July, 2004, and  presented a paper titled:   “ The fine art of  waffling ”      John Smith          Conference C o nvenor  

The 16th Euro-International Systemic Functional Linguistics Workshop

28-31 July, 2004

 Miraflores, Madrid, Spain

First Call for Papers & Workshops

Papers: We invite submission of abstracts of papers for presentation at the workshop. We prefer papers relevant to the theme (see below) but will consider other topics within Systemic-Functional Linguistics. Presentations will be 20 minutes long plus 10 minutes for questions. Please provide:

· For each author: name, title, affiliation

· Title of paper.

· Abstract (not more than 200 words).

· Whether for paper or workshop presentation.

Please send abstracts by email to: eisfw04@isfla.org.

Closing Date: 31st January 2004

Workshops: We will be able to hold a small number of 2 hour workshops. Workshops will need to be directly relevant to the theme. Please send a description of the workshop as described for papers above.
Theme: “Language and Literacy”

 Literacy can be viewed as the ability to function effectively within a given set or sets of discourse practices embedded in their social and cultural contexts. While literacy usually refers to written language, the term is used here to include skills and strategies in language production and interpretation, both spoken and written, whether dialogic or monologic. We will accept papers also in related areas:

· Language Education: explicit language education, whether of first language or a foreign language with the aim of increasing the level of literacy of the learner. 

· Genre-based Literacy: the study of language genres, in particular the explicit teaching of such.

· Register-based Literacy: the learning or teaching of appropriate language to particular situation types.

· Literacy and Grammar: the role of grammar in literacy. Grammar education and literacy.

· Multi-modal Literacy: understanding, using and producing multiple modes of expression, including those involving different media and technology.

Plenary Speakers: 

· Jim Martin (University of Sydney);

· Gunther Kress (University of London, Institute of Education)

· Caroline Coffin (Open University)

· Angela Downing (to confirm)

Organisers: 

· Rachel Whittaker (Universidad Autónoma de Madrid);

· Mick O'Donnell (WagSoft Systems) 

· Anne McCabe (Saint Louis University, Spain);

Location: The workshop will be held in Miraflores de la Sierra, a small scenic village in the mountains just north of Madrid. More specifically, the workshop takes place at the 'La Cristalera' conference centre, owned by UAM, just outside the village. The centre is in a wonderful setting, surrounded by pine forests, with views down into the valley. Facilities available include a bar, swimming pool and tennis courts. The centre provides accommodation with full board. Other accommodation is available in the village.

Take breaks from the talks by exploring the bars and restaurants of the nearby village, sampling the tapas and wines, or walking through the nearby forests, or to the lake. To learn more about Miraflores, see: 
               http://www.mirafloresdelasierra.org/home.html 
Dates: 

· Abstracts Due: 31st January, 2004

· Acceptances emailed: 28th February, 2004

Travel: Madrid is a major European airport, with direct connections with most European cities, and good connections for those coming from outside of Europe. For cheap flights into Madrid, see: Virgin, EasyJet, Iberia, Lufthansa.

Miraflores is around 45 minutes drive from Madrid Airport. We will be providing a shuttle bus to run people from the airport to the conference centre, and back after the conference. Alternatively, regular buses run from the city of Madrid to Miraflores and back. 

Accommodation: The conference centre provides accommodation for up to 80 people (mostly in twin rooms) with full board.

A short walk way in the village, there are several hotels offering accommodation. There is also the possibility of renting a "casa rural" (house with all conveniences) for the week.

Closer to the date, we will help organise people into the accommodation of their choice.

Other Events: 18-20 July The International Conference on Language, Culture and Mind, Portsmouth, England.  

19-21 July: 7th International Conference of the Association for  Language Awareness (ALA)  Universidad de Lleida (Lleida, España) .

1-4 August:  14th Annual Meeting of the Society for Text and Discourse, Chicago.

For More Details:  
· Conference Web Page: http://www.isfla.org/Conferences/Miraflores/index.html

· Email: eisfw04@isfla.org

APPENDIX II: SAMPLE BUDGET: MIRAFLORES

EXPENSES

	Item
	Detail
	Cost per Item
	#
	Total
	Item Total
	Topic Total

	Plenary 1 (Aus)
	Accommodation
	115.8
	4
	463.2
	
	

	
	Airfare
	1800
	1
	1800
	
	

	
	Lunches Cristalera
	17.5
	4
	70
	
	

	
	Dinners Cristalera
	11.5
	1
	11.5
	
	

	
	Dinners Tuesday
	20
	2
	40
	
	

	
	Dinner Conference
	18
	1
	18
	2402.7
	

	Plenary 2 (UK)
	Accommodation
	83.6
	4
	334.4
	
	

	
	Airfare
	250
	1
	250
	
	

	
	Lunches Cristalera
	17.5
	4
	70
	
	

	
	Dinners Cristalera
	11.5
	1
	11.5
	
	

	
	Dinner Conference
	18
	1
	18
	
	

	
	Dinners Tuesday
	20
	1
	20
	703.9
	

	Plenary 3 (UK)
	Accommodation
	83.6
	4
	334.4
	
	

	
	Airfare
	233
	1
	233
	
	

	
	Lunches Cristalera
	17.5
	4
	70
	
	

	
	Dinners Cristalera
	11.5
	1
	11.5
	
	

	
	Dinner Conference
	18
	1
	18
	
	

	
	travel Extras
	
	
	30
	
	

	
	Dinners Tuesday
	20
	1
	20
	716.9
	

	Plenary 4 (Spain)
	Accommodation
	58
	2
	116
	
	

	
	Dinners Cristalera
	11.5
	1
	11.5
	
	

	
	Dinner Conference
	18
	1
	18
	145.5
	

	Hallidays
	Accommodation
	58
	6
	348
	
	

	
	Dinners Tuesday
	20
	2
	40
	
	

	
	Dinner Conference
	6
	2
	12
	400
	4369

	Organiser 1
	Accommodation
	58
	4
	232
	
	

	
	Extra lunch
	
	
	17.5
	
	

	
	Dinner Conference
	6
	1
	6
	
	

	
	Dinners Tuesday
	20
	1
	20
	275.5
	

	Organiser 2
	Accommodation
	58
	3
	174
	
	

	
	Extra Lunch
	
	
	17.5
	
	

	
	Dinner Conference
	6
	1
	6
	197.5
	

	Organiser 3
	Accommodation
	115.7
	4
	462.8
	
	

	
	Lunches Cristalera
	17.5
	4
	70
	
	

	
	Dinners Cristalera
	11.5
	1
	11.5
	
	

	
	Dinner Conference
	18
	1
	18
	
	

	
	Dinner Tues Night
	30
	1
	30
	592.3
	

	Organiser 4
	Lunches Cristalera
	17.5
	4
	70
	
	

	
	Dinners Cristalera
	11.5
	1
	11.5
	
	

	
	Dinner Conference
	18
	1
	18
	99.5
	

	Helpers
	Accommodation
	120.2
	3
	360.6
	
	

	
	Breakfast
	3.6
	12
	43.2
	
	

	
	Lunches Cristalera
	17.5
	16
	280
	
	

	
	Dinners Cristalera
	11.5
	4
	46
	
	

	
	Dinner Conference
	18
	4
	72
	801.8
	

	Helpers
	Accommodation
	58
	9
	522
	
	

	
	Dinner Conference
	6
	3
	18
	540
	2506.6

	Food
	Special Dinner
	22
	14
	308
	
	

	
	Coffee Breaks -cheap
	0.7
	300
	210
	
	

	
	Coffee Breaks -pastas
	1.8
	300
	540
	
	

	
	Extra food & wine
	
	
	440
	
	

	
	Coffee after lunch
	0.7
	220
	154
	
	

	
	Wine & Cheese Opening
	6
	80
	480
	
	

	Transport
	Minibus
	
	
	600
	
	

	
	Coaches
	
	
	548
	
	

	Printing
	Posters
	
	
	120
	
	

	
	Proceedings
	4.93
	95
	468.35
	
	

	
	Postage
	
	
	50
	
	

	
	Name tags
	
	
	60
	
	

	
	Photocopying
	
	
	100
	
	

	Student Subsidies
	
	50
	3
	150
	
	

	Extras
	Computers etc.
	
	2
	822
	
	

	
	Misc
	
	
	200
	
	5242.35

	GRAND TOTAL EXPENSES
	
	
	
	
	
	12117.95

	
	
	
	
	
	
	

	INCOME
	
	
	
	
	
	

	Item
	Detail
	Cost per Item
	# Items
	Total
	Item Total

	Registration
	Normal
	72
	100
	7200
	
	

	
	Late fees
	30
	5
	150
	7350
	

	Coach Fees
	
	5
	90
	450
	450
	

	Sponsorship
	Vicerrectorado Extensión 
	
	2000
	
	

	
	Facultad Filosofía y Letras
	
	900
	
	

	
	
	
	
	
	
	

	
	Vicerrectorado Investigación
	
	2000
	
	

	
	Saint Louis
	
	
	500
	5400
	

	
	
	
	
	TOTAL
	INCOME
	13231.5

	
	
	
	
	
	SURPLUS
	1100.55


Appendix III: Sample Registration Form
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EISFW04 Payment Form


		Name:

		





Please include accommodation and meals for your non-attending partner also if applicable.


		Registration:

		



		Accommodation in La Cristalera  [ ] nights at [   ] Euros per night

		



		Lunch tickets (if not resident):   [ ] lunches at 17.50 each

		



		Dinner tickets (if not resident)   [ ] dinners at 11.50 each

		



		Conference dinner tickets (if not resident)   [ ] tickets at 18.00 each

		



		TOTAL

		





Payment Method


For those within the EC, please make a bank transfer to our account. Such transfers should now be free within the EC. The IBAN number should be sufficient.


1. Make the Transfer

· You must specify as reference "Systemic Functional Workshop"


· Bank: CAJA Madrid, Universidad Autónoma De Madrid branch


· Account name: "UAM. Cursos y congresos, Facultad de Filosofía y Letras”


· IBAN: ES78 2038 1530 98 6000022973 


2. IMPORTANT: Send evidence of the transfer to us at the address given on the next page (or by email if possible). If you do the transfer at a bank, send a photocopy of the receipt. If you do the transaction on the internet, print out the page. If by tele-banking, the transaction should be recorded on your next bank statement. Please send us the details.

3. Please specify in this registration form:


		· Date transfer made


		



		· Name of account sent from

		





For those outside of the EC, you can do a bank transfer as above, or else:


· Send a cheque drawn on a Spanish bank (you will need to purchase such). 

· Cheques must be payable in Euros.

· Please make cheques payable to "UAM. Cursos y congresos, Facultad de Filosofía y Letras";

· Post the cheque together with a copy of this registration form to the address shown on the next page.

Returning the form


Please email or post this form back to the organisers:


· Email: 
eisfw04@isfla.org

· Post:

Rachel Whittaker


Filología Inglesa 
Universidad Autónoma de Madrid 


28049 Madrid 
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Accommodation & Meals Form


		Name:

		





		

		    I want to stay on-site:






		· Room Type (single, twin, double, suite):

		



		· I will share with:1

		



		· Arrival day (from Wednesday 28th)

		



		· Departure day (up till Sat. 31st)

		





       1 If left blank, you will be assigned randomly with someone of the same sex.


		

		    I want to stay off-site:






Staying off-site, you can eat meals in the village, or on-site. Remember, lunch-time will be quite hot, so walking to the village and back may be uncomfortable.  Costs for meal tickets are:


   
Lunch (3 course meal): 

17.50




Dinner (also 3 course meal, but lighter)
11.50

Conference Dinner

18.00

· I want lunch tickets for La Cristalera:


		

		Wednesday 

		

		Thursday

		

		Friday

		

		Saturday





· I want dinner tickets for La Cristalera:


		

		 Wednesday  

		

		Friday





		· I want a ticket for the conference dinner (yes/no):

		





Non-Attending Partners: If your partner is staying with you and not attending the workshop, please specify:


		· Partner’s Name

		



		· Special Dietary Needs

		





If staying off-site:


· Partner wants lunch tickets for La Cristalera:


		

		Wednesday 

		

		Thursday

		

		Friday

		

		Saturday





· Partner wants dinner tickets for La Cristalera:


		

		Wednesday  

		

		Friday





		· Partner wants ticket for the conference dinner:
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Certificate of Participation



This is to certify that







Mary Jones



has attended the 16th Euro-International Systemic Functional Workshop, Miraflores de la Sierra, Spain, from 27th July to 31st July, 2004, and presented a paper titled:



“The fine art of waffling”



   John Smith   



   Conference Convenor
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Registration form for 
Euro-International Systemic Functional Workshop


28-31 July 2004, Miraflores de la Sierra, Madrid, Spain


Personal Details


		Name:

		





		Institution:

		





		Special Dietary needs:

		





(e.g., vegetarian)


		Are you a full-time student? (yes/no):

		





Conference Fee


Early Registration Fee (on or before April 30th): 


100 Euros


Late Registration Fee (after April 30th): 



130 Euros


If your registration form is not received by June 1st, your position in the conference may be given to another presenter.


Certificates of Acceptance


If you need a certificate indicating that your paper has been accepted, please provide your name and postal address below, or email address if an electronic version is acceptable.


		Postal Address:

		





		Email Address:
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