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SUGGESTIONS FOR RUNNING AN ISFC
Original notes by Nan Fries 2001

Revised Mick O’Donnell 08/08
JUST SUGGESTIONS, NOT RULES!

[please feel free to adapt and or add suggestions]

To publicise your conference:
1) Early on, send dates, location, theme, convenors to the following people:

· Mick O’Donnell (micko@wagsoft.com) for inclusion on the ISFLA Systemic conference list (http://www.isfla.org/Systemics/Conferences/index.html)

· contact@asfla.org.au for inclusion on the Australian association website.
· "Canzhong Wu" <Canzhong.Wu@ling.mq.edu.au>, for inclusion on the Macquarie University SFL Information site (http://minerva.ling.mq.edu.au/home.htm)
· "YAMAGUCHI Noboru" <yamaguch@intcul.tohoku.ac.jp>,  for inclusion on the JASFL website.

· webmaster@languagera.org for inclusion on the Chinese LauguageRA site: http://www.languagera.org/ 

2) First and subsequent calls for papers:

· Sysfling:  sysfling-l@uam.es (or email micko@wagsoft.com to forward)

· Sys-func:  sys-func@listserv.uts.edu.au (or email c.cleirigh@gmail.com to forward)
· ISFLA Membership list: a list of past attendees of SFL conferences, with 1200 addresses not on sysfling/sys-func. Send your message to Mick O’Donnell micko@wagsoft.com for distribution.

· Linguist List: Both send the announcement to the list: http://linguistlist.org/LL/posttolinguist.cfm , and register the CFP in their website: http://www.linguistlist.org/callconf/index.html
· Macquarie Site: Canzhong Wu Canzhong.Wu@ling.mq.edu.au
· ASFLA contact@asfla.org.au
· ?? Funknet
<Funknet@ricevm1.rice.edu>

· ?? French functionalist list
<thalman@wfi.fr>

Part I:
CHECKLIST OF SUGGESTIONS for running Systemic Congresses

[which can be ignored]

--but these are questions often asked by participants.

BASIC SUGGESTION: Give out lots of information, and your job will be easier.

1. Website

· Make a web page and post ALL information.

· Never put a personal name or account on the web page.

· Make the local city web page [Ottawa, Liverpool, Kyoto] a click option on your web page. This will also save you a lot of time answering queries about tourism.
2. MONEY
· Can the University accept foreign currency for payment or just local currency?

· Can local banks cash foreign travelers’ checks?

· IS THERE A CHARGE FOR CHANGING MONEY? (In some countries banks have charged us $50 per check to cash foreign checks.)

· Can the university accept credit cards? Which ones?

· USE A SEPARATE FUND FOR CONFERENCE REGISTRATIONS, NOT A UNIVERSITY FUND IF POSSIBLE.

· One way to get relatively firm commitments from participants as to whether they will attend [so that you can predict how many people will attend the congress] is to set a greatly discounted price for early registration.

3. ACCOMMODATION
· How do participants order rooms?

· What are the room options? Dorm? Hotel? [single, double, with bath, shared bath, etc]

· What is the meal arrangement? Are meals part of the registration package?

· WHICH MEALS? If so, can local participants opt out of (some or all) meals if they so wish?

· Is there a cash bar nearby?

· Is it legal to drink on the campus?

· Can participants arrive before congress and stay after the congress [to tour, rest]?

· Can families live in the dorms? Children?

· Are there laundry facilities?

· Are there kitchens?

· Are there facilities for making tea or coffee in the rooms?

· How do participants receive phone calls? [for emergencies]

· How do participants make phone calls?

· How do participants receive mail?

· How do participants receive faxes?

· How do participants receive or send email?

· What is the physical address of the Congress?

· Where does the taxi deliver the participant? 

· WHAT IS THE STREET ADDRESS of the residence? (How do we tell the driver how to get there?)

· Where is registration? When?

· When is the first paper?

· When is the last paper?

· Is bedding provided?

· Is parking available?

· Will the Congress refund residence and food payments if participants are unable to attend?

· Is there a deposit?

· When is the deadline for reservations?

· Toilet conditions? Shared?

4. CONGRESS AREA
· list of restaurants or guided evening restaurant tours.

· MAPS: Describe in second circular the easiest ways to get to congress site from airport, train, (by car, if appropriate). A little map at the registration desk (and on the web page if possible) is helpful.

5. ABSTRACT VETTING AND ACCEPTANCE LETTER

· Who will vet abstracts? [PROGRAM COMMITTEE?]

· [Membership of program committee: International? Minorities? Women?] 

· When will the first ‘call for papers’ be? [LEAVE PLENTY OF TIME FOR THINGS TO GO WRONG.] 

· WHEN IS THE DEADLINE FOR ABSTRACTS?

· When will the acceptance LETTERS be sent out to participants? 

· Is the program committee International? [THIS AFFECTS FUNDING FOR MANY PEOPLE.]

· Can the participants get ‘early acceptance’? [FOR FUNDING AND FOR VISAS]

6. LOCAL ATTRACTIONS
· local trips of interest?

· Where is the pub?
7. ORGANIZATION OF MEETING:

A. MEETING ROOMS
· NUMBER NEEDED?

· [HOW MANY STRANDS?]

· Available?

· Costs?

· deadline for reserving? [RESERVE EARLY]

· Computer facilities? (two situations for using computers needed: (a) for presentations, (b) for participants to email)

· Data projection?

· Overheads?

· Charges for all services? Be sure to investigate ALL charges.

· Is there a place for several bulletin boards for announcements? Very useful -- especially for posting revisions to the program as they occur.

· Is there a place where participants can sit down to have a chat near the meeting rooms?

· Is there a place for a book display? Incidentally, book publishers should be asked to pay to display books. In addition, publishers who publish many systemically—oriented books can be asked to sponsor some evening event(s).

B. WORKSHOPS 

· If possible, encourage participants to organize preplanned or spontaneous workshops around themes of mutual interest. These could occur either in the evenings or at meal times.

8. SUMMER SCHOOL/INSTITUTE FIRST CIRCULAR/WEB SITE
· Do you wish to run one?? Often it is helpful -- particularly for new participants, but it is a lot of extra work. If you choose to run a summer session/institute:

· Who will organize it? [ANOTHER GROUP?]

· How long will it last?

· Credit/no credit?

· What will be taught?

· Rooms?

· Food?

· Who will teach?

9. General ORGANIZATION

· DO YOU WANT TO HIRE A CONFERENCE CENTER, STUDENT OR SECRETARY TO DO THE WORK NECESSARY BEFORE AND DURING THE CONGRESS [AS IN SYDNEY, TORONTO, CARDIFF, AND OTTAWA].

· Program committee? [specific duties]

· Local committee? [specific duties]

· AREAS THAT FALL IN BETWEEN? GREY AREAS?

· Institute committee?

· Finance committee?

· How will ‘developing nation’ guests be invited? AND WHEN?

If it is possible and convenient, we strongly recommend that you NOT be responsible for providing housing for participants. (Inform PARTICIPANTS of how to get housing don’t get housing for them.) Try to get the University to do it, or simply supply lists of local hotels. Doing this will save you a LOT of work and reduce your budget (i.e. reduce your risk) GREATLY.
How long will the plenary sessions be? In the past, a number of participants have requested that the plenaries last ONE AND A HALF HOURS (an hour or so to talk and then ample time for discussion).

WILL YOU PUBLISH PAPERS? DEADLINE? FORMAT? EDITORS? If you wish to publish the papers, it is advisable to make editorial arrangements well in advance of the meeting. In this way the people who accept the editing task can let participants know their plans in a timely fashion.

DO YOU NEED A STARTUP LOAN FROM THE ISFC COMMITTEE?

[3,000 AUSTRALIAN DOLLARS CAN BE LOANED TO EACH CONGRESS, BUT IT MUST BE RETURNED AS SOON AS POSSIBLE.]

Schedule the executive committee meeting for sometime one of the first days of the congress (Monday or Tuesday), and the AGM on one of the later days (e.g. on Wednesday or Thursday) of the congress.

Banquet is optional.

After your congress, can you send your list of participants to Mick O’Donnell micko@wagsoft.com to be added to the ISFLA membership database.
IMPORTANT:

Please do not make tape recordings of sessions without the speakers’ permission. On the one hand it is simply polite to ask their permission. Second, in most countries, it is illegal to sell and distribute such tapes without their permission.

PART II:
Traditions in ISFC Congresses which you may ignore 

1.
Organizing committee should have some old congress organizers and someone from a future congress.

2.
We have rarely turned down papers. Written comments should not be included commenting on the abstracts.

3.
Some papers will have to be accepted early [so that participants can get funding and visas.]

4.
Letters of acceptance should explicitly state that the proposal was ‘reviewed by the committee’.

5.
All correspondence concerning the Institute should mention the Congress, and all correspondence concerning the Congress should mention the Institute.

6.
Notify Web pages and Journals.

7.
Establish space limit if necessary.

8.
Invite an ‘outside’ plenary. (= non-systemicist, but sympathetic to systemic concerns)

9.
Include women and minorities in leadership.

10.
Invite third world guests.

11.
Use credit cards for registration.

12.
Leave chatting time, either at a long lunch, or free evenings. (chatting space is also essential)

13.
Include a map in the second circular.

14.
Always state in your circulars when the first paper will start and when the last paper will finish.

15.
At the Institute have credit/no credit registration.

16.
Use large typeface for the name tags.

17.
Make a handbook.

18.
Find your local tourist web page for your city and include that page as a prominent click option on your web page.

Comment from the Frieses — purely personal opinion: If you invite an outside plenary speaker, we have two suggestions. First in your invitation you should make it clear that we do not wish that person to talk about systemic linguistics but about **his/her** work because they were invited because of their work. Further, you might consider asking that person not only to give a plenary but also to follow it up with some sort of interactive workshop/discussion group (on some other day). The idea behind this is to give us a chance to truly interact with the person. -- However, if you take up this second suggestion you need to be sure that they have an audience at the more interactive session. This is too important to be left to chance. Your program committee needs to ensure (i.e. extract promises from individuals) that at least a few people will attend and participate in the workshop. (We would be happy to suggest particular outsiders to invite if you wish us to.)

CONFERENCE HANDBOOK

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
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