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CHECKLIST FOR ORGANISERS OF IATUL CONFERENCES

This manual, based on the experience of the organisers of previous conferences, will assist IATUL conference organisers in their conference preparation.
1. Introduction

IATUL holds a conference every year, normally, based at a university, using university accommodation and nearby hotel accommodation. The organising member hosting the conference will attempt to involve other local IATUL members in the organisation of the conference.

IATUL conference attendance is not limited to IATUL members, either as attendees or as speakers. The language of the meetings is English. There is no fixed time for the annual meetings, they are generally held between April and July, dependent on local circumstances of the host institution.
2. Daily Schedule Requirements

The conferences begin on Monday and conclude on Thursday. During the conference, organisers will provide time for the General Assembly and for presentation of information about the next conference. Experience suggests that Tuesday is a good day to hold the General Assembly in order to attract good attendance. The General Assembly usually lasts for about 45 minutes. A Vote of Thanks will be offered to the conference organisers at the end of the final conference session.
Organisers will provide a mid-conference trip, a full or half day, with some professional content such as a visit to a library or information service.  This is usually held on the Wednesday in order to break up the sessions of papers and provide networking opportunities. Whether the outing is a full day or half day is at the discretion of the organisers.

3. Conference Organisation

The Organising Committee organises the local arrangements for the conference and its composition is at the discretion of the host institution. The Organising Committee has responsibility for printing letterheads etc. for use in conference planning, using the IATUL logo.
While the host institution may employ a professional conference organiser, it is important that the host remains closely involved, ensuring that the conference retains the personal touches that are so much a part of IATUL conference.

Letters of Invitation may be issued to delegates and speakers if required, providing that it is made clear to the recipient that this letter does not imply the provision of financial support by IATUL.

The IATUL President will be included on the Organising Committee e-mail list to enable her/him to monitor progress of conference arrangements.

4. Programme 

The Programme Committee, which is responsible for the academic content of the conference, consists of local representatives plus up to two members of the IATUL Board. The Programme Committee will review the submitted papers and design the final programme. The Committee’s decision on whether to include a paper in the conference is final. 

The Programme consists mainly of invited keynote speakers and submitted papers. The invited papers, given during the plenary sessions, will establish the framework of the conference. Submitted papers can be given in parallel sessions.  
Organisers will provide large rooms for potentially popular speakers and sessions. They will also keep parallel sessions to a minimum. Short well-managed ten minute presentations may be an effective way to manage a large number of contributors. The success of parallel sessions depends on close co-location of venues and tight time management, so that delegates are able to move between papers offered in different sessions. 

Speakers should be encouraged to concentrate on the professional issues behind their paper, rather than just describing the immediate project/situation. It is also important that native-English speakers realise that they are addressing an international audience. They should speak clearly and not too quickly, and should avoid references that would not be widely understood outside their own country or culture.

Interactive sessions such as panel and discussion sessions may be particularly valuable and encourage audience participation. Organisers may also wish to consider having one session of the programme as a workshop format. 
When developing the programme, organisers should consider the participation of attendees from developing countries, some of whom may not be able to attend such conferences without presenting a paper/poster session. Poster sessions should be held at times that encourage attendance (adjacency to lunchtime or at the end of the day may lead to poor numbers attending).
The final session on Thursday should have ‘compelling’ content. It might consist only of invited papers, or might be on a theme that would attract significant numbers of day registrations and/or encourage attendees to stay for the whole length of the conference. Nevertheless, it should be noted that some attendees may only come for the first two days of the conference and might not stay for the Wednesday outing.

5. IATUL Board Poster Prizes

The IATUL Board awards the Irmgard Lankenau Poster Prize(s) at each conference on the advice of a judging panel of two Board members. This prize was named in honour of Dr Irmgard Lankenau, a former IATUL board member, who passed away in 2004. The Board will not award more than two consecutive prizes to any institution. The Board will decide the prize amount (usually €500), and the composition of the judging panel, at the Board meeting on the Sunday prior to the conference, in discussion with the host institution. 
The host institution should prepare an A4 certificate(s) with the IATUL logo, space for the name of the successful presenter, and the signature of the President, for presentation to the winner(s).

The conference organisers should ensure that potential delegates are aware of the existence of the prize(s) as it may encourage them to submit a poster proposal.

6. Promotion

The organising committee is responsible for promoting the conference to members and non-members through appropriate media. The organising committee will send an invitation to attend the conference and a call for papers to all IATUL members. . The organising committee will email this information to members via IATUL Official email list.  The organising committee will also send such postings to the Web Coordinator for distribution. Organisers can also use IATUL-l, the members’ discussion list. A mailing list of members is available from the Web Coordinator if required.  The organising committee will also consult lists of attendees at previous conferences to provide additional distribution points
Conference organisers will build a conference website and update it regularly. An online registration form and an online submission of paper proposal form are necessary, as well as information on programme highlights, the social programme, abstracts, speakers’ biographies and local travel and tourist information.
The conference website should be maintained for five years after the date of the conference. Web forms should be as flexible as possible, as countries may have different standards and formats for things such as postal addresses or banking details. A blank space on the form to allow inclusion of more information or comments is useful.

(See also the section on Payment Methods)
The conference site should not include an online IATUL membership form. Instead, it should link to the IATUL web site form. 
7. Venue and Facilities

The conference is normally held in the grounds of the host institution. Budget accommodation, such as university accommodation, should be among the recommended conference hotels. Audiovisual/IT assistance should be on hand through the sessions to help speakers with presentations. It can also be useful to tape the keynote speakers’ presentations.

The organising committee will provide an Information Desk, in the venue foyer, staffed throughout the conference. This desk will be prepared to provide local tourist and travel information.  The organising committee will establish links with a local travel agent for the provision of specialist advice.  (See also the section on Payment Methods)
The organising committee will provide Email facilities for attendees, and it is helpful for speakers to have ready access to a PC with PowerPoint to modify their presentation.

8. Emergency Provision

Medical emergencies have arisen at conferences. It is very important that participating staff from the host institution are aware of what procedures to follow in the event of an emergency, and that the organising committee ensures that appropriate training is provided to them prior to the conference.

9. Board Meetings

The IATUL Board usually meets at least twice during the conference. The major meeting will be held prior to the conference, usually on Sunday morning.  Another meeting will be held during or immediately after the conference. The organisers of the next conference are invited to attend the Board meeting on Sunday morning. 

10. Sponsors

The host organising committee should begin early to recruit sponsors. It is not IATUL’s usual practice to provide a trade exhibition, as we encourage our sponsors to feel that they can take a full part in the conference rather than having to staff an exhibition stand. Sponsors of the conference may be permitted to present a session on their product/service, but should be encouraged to make this more than a simple selling session. Programme committee members should try to incorporate these sessions within the programme.

The organising committee will remind potential sponsors that attendees at IATUL conferences are often Library Directors and therefore decision-makers. A combination of formal and personal email approaches is generally required. Organisations, which have sponsored IATUL conferences in the past, include Swets, Blackwell, Elsevier, OCLC, Ebsco, ISI, MCB University Press, and IEEE. Swets customary sponsor of the IATUL conference dinner should be given 'first refusal'. The organising committee should make a special effort to recruit local (national) sponsors.  They should produce a list of events that can be sponsored so that sponsors may select individual events appropriate to their interests. The organising committee will ensure that the sponsors are thanked publicly for their contribution and that information is provided in the programme and at the sponsored event of the particular sponsor, e.g. menus, notices on transport etc. The organising committee will acknowledge sponsors at the Conference Dinner and the host will write after the conference to thank the sponsors.

Each sponsor is entitled to one free conference place, but the value of this should not exceed the level of sponsorship. The organising committee will be very clear when approaching sponsors what benefits will be given to different levels of sponsorship. (Attached at Appendix 4 is a suggested Sponsorship Agreement form, which can be modified for future conferences.)
The organising committee will request sponsors logos and artwork for advertisements well in advance so as not to delay the production of publications. The organising committee will provide an estimate of the number of fliers and brochures required for delegates’ bags early, and confirm closer to the date of the conference. 
The Board attaches great importance to developing and maintaining positive relationships with sponsors.
12. Social and Accompanying Persons Programmes & Pre/Post Conference Events

The hosting institution should consider organising events on the preceding Sunday afternoon or evening and/or on the following Friday/Saturday, for those attendees who wish to extend their stay, or to take advantage of airfares that require a Saturday night stay.

The Social Programme offers delegates the opportunity to network with colleagues and usually consists of the conference dinner on Thursday and one or two other functions. Organisers should ensure the social programme is not too heavy. Where possible, the study day and its accompanying evening function should be organised so it is possible to opt out of the evening session.  In most cases, it is not necessary to include a breakfast within the conference package. 
Organisers will provide an Accompanying Persons Programme and will charge a separate fee for this. Local professional guides, rather volunteer library staff, who may lack the level of knowledge expected, should provide such events as sightseeing tours of the city for accompanying persons. As individuals pay for this Programme themselves, rather than their institutions, value-for-money is very important. The fee charged should recover costs, it is not intended to be profit making.
13. Budget

There should be an all-inclusive fee for the conference, but variations from this may be discussed with the IATUL Board. A draft budget should be presented at the IATUL Board meeting held at the previous conference. Non-IATUL members pay a higher registration fee, which is approximately equal to the cost of annual membership. Usually the registration fee is advertised in the currency of the host institution for local delegates, and in American dollars for overseas delegates. The recommended conference registration fee must be negotiated with, and approved by, the Board before being advertised to potential attendees.
A loan of €5,000 is made available in advance to the host institution, if required, to assist with any immediate expenditure.  This is the limit of any financial guarantees from IATUL. Application should be to the Treasurer, with a copy to the President. The loan is to be repaid to IATUL from the conference surplus, before the residue of the surplus is divided between the host institution and IATUL. The hosting institution is the body responsible for the financial success (or failure) of the conference and should budget to deliver a modest surplus to the funds of IATUL and the host institution.

Any surplus will be shared equally between the hosting institution and IATUL.

The conference fee is waived, when required, for the:

• IATUL President

• IATUL Secretary

• IATUL Treasurer

• IATUL Honorary Auditor

• IATUL Web Coordinator or Manager

• IATUL President-Elect (in the year in which there is a change of Presidency)

• A Representative of the next conference Organising Committee.

These fees are a charge to IATUL, not the conference organiser, and should be identified and deducted from the share of the surplus given to IATUL at the end of the conference.

14. Key Dates and Deadlines

Many delegates to IATUL conferences need to begin obtaining permission and funding from their institution and organising visas well in advance. It is therefore, important that organisers allow long deadlines for acceptance of papers and other key dates and do not allow these to slip. These key dates should be advertised on the web as soon as possible.
Suggested key dates are:
	June (previous year)
	Organisers make a presentation at the previous conference with the first invitation to attend and initial call for papers.

Board members could assist by ensuring that the conference dates are registered with their local professional associations at this time


	September
	Call for papers is made to IATUL members; other discussion lists; through professional literature; through professional associations.
Board members can again assist by using local and national professional groups and networks to circulate the call for papers.



	late October/early November
	Submissions of abstracts and biographies due to Programme Committee


	Late November
	Programme Committee makes first selection of papers and contacts authors. If the submissions do not adequately cover the conference themes, the Committee can approach individuals and/or do a second call. Those not accepted in this first round are asked if they wish to be considered again,


	Late November
	Progress report at Board meeting on outcomes of the call for papers. 


	End January 
	Reminder email to authors about deadline for their papers. (Due to holidays at this time the first notification may have been missed)


	February
	Registration form on web



	March
	Print registration form (if being used) distributed as organisers have arranged. More promotion on professional lists, web sites and in press



	Mid April
	Early bird registration closes



	May
	Paper, copyright form, biography and, if possible powerpoint presentation due from speakers

Last day for registrations


The time line in Appendix 4 provides more detail of other tasks and activities.
15. Payment Methods
Organisers should be as flexible as possible when setting up payment options. For some delegates and some conference organisers, bank transfers are more convenient than credit card payment or online payment.
16. IATUL Travel Grant Program
From the 2002 Conference, the IATUL Board introduced a Travel Grant Programme and assigned €5,000 annually to support individuals who are first time attendees at an IATUL conference.

One of the benefits of the scheme is to increase the number and range of countries that participate in IATUL conferences. Information on the Travel Grant Programme must be included in the conference publicity. Travel Grant Guidelines are included as Appendix 2.
The conference organiser, in discussion with the designated Board Member overseeing Travel Grants, will judge the applications and make the awards, which will be available for travel/accommodation and subsistence/registration. These are not intended to cover the full costs of attendance. In general, successful applicants should not be provided with the funding directly, but tickets should be purchased and sent to them. 
The conference organiser will be supplied with a list of successful applicants from previous conferences. (This list of applicants is included as a cumulating appendix to this Checklist - See Appendix 1). This ensures that repeat Travel Grants are not awarded to those who have been successful in the past. At the conclusion of each conference, Conference Organisers should forward the names of their Travel Grant recipients to be added to this list.
17. Publications 

Publication of the Book of Abstracts is the responsibility of the conference organiser. The Book of Abstracts is made available to conference delegates in their conference satchel. The Book of Abstracts should include the IATUL logo, title and location of the conference and logo of the host institution. It may also include advertising from sponsors. The abstracts should also be put on the conference web page.

A published Program should also be made available to delegates. This should clearly indicate building and room locations for conference sessions (preferably with a map included). Abbreviations should be avoided wherever possible. A pocket Program guide is also a useful tool for delegates.

It is desirable if possible, to provide a full delegate list with email contacts, alphabetically and by country.

18. Proceedings

The conference organiser is responsible for collecting the full-text of papers from conference speakers. The language editing of the papers for publication is the responsibility of the author and the Programme Committee reserves the right not to publish papers. 

The conference organiser will distribute instructions to authors on IATUL’s copyright policy when their abstract is accepted for the conference (see Appendix 5). IATUL claims the right of first publication so as to allow IATUL to publish the paper as part of the Conference Proceedings and to make it available on the IATUL web site. In addition, the paper may be made available through third parties at the discretion of the Board. Beyond that, the author retains the rights to publish in any other media. An IATUL Copyright Agreement form is available from the IATUL Web site.

It is the organiser’s responsibility to follow up with any speakers who have not provided an electronic copy of their paper by the end of the conference. Any papers not received four weeks after the conference will not be included in the proceedings.

The Proceedings will include:

• All full text of papers (or abstracts where full text is not available in PDF)
• PowerPoint presentations of papers

• Abstracts and PowerPoint presentation, if used, for poster presentations

• The Conference Web Site.

The papers and/or abstracts should be supplied in MS-Word-compatible format; Powerpoint presentations can be sent in native format. The presentations will be available in PDF format on the web. Hyperlinks in papers or presentations will not be active. 
The organising committee will produce an electronic copy of the proceedings. The cost of producing the 
Electronic copy of the Proceedings will be divided between the organising committee and IATUL. The organising committee should deduct half the cost of production from IATUL’s half of the conference surplus.

The ISSN for the online version of the Proceedings of the Annual Conference is 1560-8581. 

The proceedings will be published on the IATUL Web Site by the Web Co-ordinator. For keynote and invited speakers, the full text of their paper and their PowerPoint presentation will be posted. If the full text is unavailable, an abstract will be used. Poster presentations will be marked as such and an abstract, not full text, of the presentation and the PowerPoint presentation, if used, will be published. If an invited speaker is unable to attend the conference to deliver their paper, it will be included in a separate section of the proceedings entitled "Papers accepted but unable to be delivered".

19. Distribution of Proceedings

The Organising Committee will distribute the Proceedings by supplying an electronic copy to the Web Co-ordinator. The organising committee will pay for postage and claim the costs for postage to IATUL members from conference surplus.

The Co-ordinator will send notice of the Proceedings to the abstracting and indexing journals listed in Appendix 3.
20. Version Control

	Version No.
	Approved by the Board
	Comments

	Version 1
	November 2005
	Incorporating Amendment from November 2004 & 2005 Board meetings &  Krakow & Quebec conference committees

	Version 2
	February 2006
	Incorporating major amendments to date and including five new appendices.

	Version 3.
	April 2008
	Incorporating amendments to Appendix 2: Travel Grant Program Guidelines

	Version 4
	January 2010
	Incorporating amendments to Sections 18 & 19: Conference Proceedings

	Version 5
	June 2010
	Incorporating an amendment to Section 6

	
	
	


Appendix 1
Former Travel Grant Recipients
IATUL TRAVEL GRANTEES – BY NAME
	SURNAME
	NAME
	INSTITUTION
	COUNTRY
	YEAR

	ANIKINA
	Natalia A.
	Central Scientific Library
	KYRGYZ REPUBLIC
	2003

	ASLITDINOVA
	Alla
	Central Scientific Library of the Academy of Sciences of Tajikistan
	TAJIKISTAN
	2003

	BATI
	Hacer
	Middle East Technical University
	TURKEY
	2006

	BAYIR
	Didar
	Koc University Library, Istanbul
	TURKEY
	2002

	BIRDIE
	Christina
	Indian Institute of Astrophysics
	INDIA
	2003

	BUSTOS
	Atilio
	Potificia Universidad Catolica de Valparaiso
	CHILE
	2006

	CHANDRA
	Harish
	Indian Institute of Technology, Madras
	INDIA
	2004

	COMANDE
	Danial
	Universidad de Buenos Aires
	ARGENTINA
	2006

	De VILLAR
	Rosalia Macias
	University of Guanajuato
	MEXICO
	2002

	DIMITROVA
	Antoaneta
	Technical University 
	BULGARIA
	2006

	DOBELNIECE
	Ilona
	Latvian University of Agriculture, Fundamental Library
	LATVIA
	2003

	GHOSH
	Maitrayee
	SP College of Engineering Library
	INDIA
	2005

	GIERKE
	Trish
	Durban Institute of Technology Library
	SOUTH AFRICA
	2005

	GOLTSOVA
	Olga
	Tomsk Polytechnic University Library
	RUSSIA
	2003

	GUNDU
	George Shibanda
	Moi University, Eldoret
	KENYA
	2002

	HONG
	Thi Kim Vy
	General Sciences Library of Ho Chi Minh City
	VIETNAM
	2002

	IVANOVA
	Alena
	Grodno State University
	BELARUS
	2003

	KAMBULE
	Ntombi
	University of North West Library, Mafikeng
	SOUTH AFRICA
	2002

	KARAMI
	Tahereh
	Tehran University
	IRAN
	2006

	KENYENGO
	Christine
	University of Zambia, Lusaka
	ZAMBIA
	2002

	KOSANOVIC
	Biljana
	National Library of Serbia
	SERBIA
	2003

	KVOCHKINA
	Olga
	Information Consortium of Librarians in Kazakhstan
	KAZAKHSTAN
	2003

	LAMINE
	Mamadou
	Bibliotheque de L’Universite Gaston Berger, St Louis
	SENEGAL
	2002

	LAPO
	Piotr
	The Belarusian State University Library
	BELARUS
	2003

	LAZAREV
	Vladimir
	Belarusian State Polytechnic Academy
	BELARUS
	2002

	LEHOVA
	Emilia
	Rousse Technical University
	BULGARIA
	2003

	MANDAL
	Manik
	National Institute of Technology, Durgapur
	INDIA
	2007

	MARZO
	Arlene
	University of the Philippines, Diliman, Quezon City
	PHILIPPINES
	2002

	MATASOVSKA
	Tetrevova Milena
	Technical University Kosice
	SLOVAKIA
	2004

	MICLAUS
	Liliana
	Biblioteca centrala Universitara Lucian Blaga
	ROMANIA
	2003

	MWANZILO
	Paul
	Egrton University, Njoro
	KENYA
	2002

	NAKHODA
	Maryam
	University of Tehran
	IRAN
	2008

	NGUYEN
	Thu Minh
	General Sciences Library of Ho Chi Minh City
	VIETNAM
	2002

	ORTELLADO
	Pablo
	University of Sao Paolo
	BRAZIL
	2007

	OTESTEANU 
	Erica
	University of Timisoara
	ROMANIA
	2004

	PARSI 
	Esfahani Amir
	Iranian Scientific Information ans Documentation Center
	IRAN
	2004

	RAHMAN
	Anisur
	Northern University 
	BANGALADESH
	2007

	RATIANI
	Paata
	National Information Learning Center
	GEORGIA
	2003

	REPANOVICI
	Angela
	University of Brasov, Transilvania
	ROMANIA
	2002

	SATYANESAN
	Jessie
	Mohandas College of Engineering and Technology
	INDIA
	2006

	SHARUDDIN
	NorAziah
	University of Technology Malaysia Library, Johor
	MALAYSIA
	2002

	SINGH
	Yogendra
	Indian Instiute of Technology,Roorkee
	INDIA
	2004

	SIUDIKIENE
	Laima
	Vilnius Gediminas Technical University Library
	LITHUANIA
	2003

	SKOPCOVA
	Slavyanka
	Information Centre Technical University Library
	BULGARIA
	2003

	SZCZEPANSKA
	Barbara
	Lovells
	POLAND
	2004

	VLASOVA
	Saule
	Central Scientific Library, Almaty
	KAZAKSTAN
	2002

	ZHANG
	Zhidan
	University of Science and Technology, Wuhan
	CHINA
	2002


IATUL TRAVEL GRANTEES – BY COUNTRY
	COUNTRY
	INSTITUTION
	SURNAME
	NAME
	YEAR

	ARGENTINA
	Universidad de Buenos Aires
	COMANDE
	Danial
	2006

	BANGLADESH
	Northern University
	RAHMAN
	Anisur
	2007

	BELARUS
	Grodno State University
	IVANOVA
	Alena
	2003

	BELARUS
	The Belarusian State University Library
	LAPO
	Piotr
	2003

	BELARUS
	Belarusian State Polytechnic Academy
	LAZAREV
	Vladimir
	2002

	BRAZIL
	University of Sao Paolo
	ORTELLADO
	Pablo
	2007

	BULGARIA
	Rousse Technical University
	LEHOVA
	Emilia
	2003

	BULGARIA
	Information Centre Technical University Library
	SKOPCOVA
	Slavyanka
	2003

	BULGARIA
	Technical University
	DIMITROVA
	Antoaneta
	2006

	CHILE
	Potificia Universidad Catolica de Valparaiso
	BUSTOS
	Atilio
	2006

	CHINA
	University of Science and Technology, Wuhan
	ZHANG
	Zhidan
	2002

	GEORGIA
	National Information Learning Center
	RATIANI
	Paata
	2003

	INDIA
	Indian Institute of Astrophysics
	BIRDIE
	Christina
	2003

	INDIA
	Indian Institute of Technology, Madras
	CHANDRA
	Harish
	2004

	INDIA
	Indian Institute of Technology, Roorkee
	SINGH
	Yogendra
	2006

	INDIA
	Mohandas College of Engineering & Technology
	SATYANESAN
	Jessie
	2007

	INDIA
	National Institute of Technology, Durgapur
	MANDAL
	Manik
	2005

	INDIA
	SP College of Engineering, Mumbai
	GHOSH
	Maitrayee
	2004

	IRAN
	University of Tehran
	NAKHODA
	Maryam
	2008

	IRAN
	Iranian Scientific Information and Documentation Center
	PARSI 
	Esfahani Amir
	2006

	IRAN
	University of Tehran 
	KARAMI
	Tahereh
	2003

	KAZAKHSTAN
	Information Consortium of Librarians in Kazakhstan
	KVOCHKINA
	Olga
	2002

	KAZAKSTAN
	Central Scientific Library, Almaty
	VLASOVA
	Saule
	2002

	KENYA
	Moi University, Eldoret
	GUNDU
	George Shibanda
	2002

	KENYA
	Egrton University, Njoro
	MWANZILO
	Paul
	2003

	KYRGYZ REPUBLIC
	Central Scientific Library
	ANIKINA
	Natalia A.
	2003

	LATVIA
	Latvian University of Agriculture, Fundamental Library
	DOBELNIECE
	Ilona
	2003

	LITHUANIA
	Vilnius Gediminas Technical University Library
	SIUDIKIENE
	Laima
	2002

	MALAYSIA
	University of Technology Malaysia Library, Johor
	SHARUDDIN
	NorAziah
	2002

	MEXICO
	University of Guanajuato
	De VILLAR
	Rosalia Macias
	2002

	PHILIPPINES
	University of the Philippines, Diliman, Quezon City
	MARZO
	Arlene
	2004

	POLAND
	Lovells
	SZCZEPANSKA
	Barbara
	2003

	ROMANIA
	Biblioteca centrala Universitara Lucian Blaga
	MICLAUS
	Liliana
	2004

	ROMANIA
	University of Timisoara
	OTESTEANU 
	Erica
	2002

	ROMANIA
	University of Brasov, Transilvania
	REPANOVICI
	Angela
	2003

	RUSSIA
	Tomsk Polytechnic University Library
	GOLTSOVA
	Olga
	2002

	SENEGAL
	Bibliotheque de L’Universite Gaston Berger, St Louis
	LAMINE
	Mamadou
	2003

	SERBIA
	National Library of Serbia
	KOSANOVIC
	Biljana
	2004

	SLOVAKIA
	Technical University Kosice
	MATASOVSKA
	Tetrevova Milena
	2002

	SOUTH AFRICA
	University of North West Library, Mafikeng
	KAMBULE
	Ntombi
	2005

	SOUTH AFRICA
	Durban Institute of Technology Library
	GIERKE
	Trish
	2003

	TAJIKISTAN
	Central Scientific Library of the Academy of Sciences of Tajikistan
	ASLITDINOVA
	Alla
	2002

	TURKEY
	Koc University Library, Istanbul
	BAYIR
	Didar
	2006

	TURKEY
	Middle East Technical University
	BATI
	Hacer
	2006

	VIETNAM
	General Sciences Library of Ho Chi Minh City
	HONG
	Thi Kim Vy
	2002

	VIETNAM
	General Sciences Library of Ho Chi Minh City
	NGUYEN
	Thu Minh
	2002

	ZAMBIA
	University of Zambia, Lusaka
	KENYENGO
	Christine
	2002


Appendix 2:
Travel Grant Program Guidelines
Purpose:

The IATUL Travel Grant Program is designed to introduce the organization to non-member institutions and to encourage subsequent and continuing membership in IATUL.  A secondary purpose is to encourage developing countries to consider membership and to build on existing membership in countries or regions where there are relatively few IATUL member institutions.

Funds Available:

The IATUL Board budgets annually for up to €5000 to be made available to this program.

Strategy:

Under the program, individuals from non-member, but probably qualified institutions, or relevant member institutions, are invited to submit an application and short essay, in English, indicating why they should receive the travel award.  Part of the application must document how the individual’s institution qualifies as an IATUL member.  The application must also include a budget indicating the support that will be provided by the individual’s home institution.  For practical purposes, the invitations to apply should be focused on areas geographically close to the conference site.  Further, each IATUL Travel Grant award is limited to no more than €1,000.  The conference organizers, at their option, may supplement the Board provided resources in order to increase the number of awards available.

Guidelines:

1. In order to make maximum use of available funds for Travel Grants, conference organizers should focus attention on eligible institutions close to the conference site.

2. In the process of persuading sponsors to support the conference, efforts should be made to supplement the €5,000 committed by the Board to the program and hence to expand the number of travel grants available.

3. Travel grants will be limited to no more than €1,000 but will not exceed the actual costs of participating in the conference.
4. Each applicant must submit a brief essay, in English, in which (1) they present the case for support including information confirming that their institution is an IATUL member, or is  eligible for IATUL membership;  (2) justifying why they should be awarded a ravel grant;  (3) confirm that they have not been awarded an IATUL travel grant, even when they may have previously been associated with another institution;  (4) a comprehensive budget for costs they expect to incur for attendance at the meeting;  and(5) assurance that if a travel grant of up to €1,000 is awarded that they have access to additional resources required to participate, preferably from the home institution.
5. The IATUL Board needs to continue to monitor the support needs of Travel Grant recipients.  (It may in the future be necessary to cover all costs for participation in order to attract those who need this kind of help the most.)
6. While a travel grant may be granted to an employee of an institution that is not a member of IATUL, a second travel grant to someone from the same institution may not be made unless the institution is or becomes a member of IATUL in good standing.
7. The Travel Grant Application form should be available on the IATUL website and must be used by every applicant so that all are judged according to the same categories of information.
8. The IATUL Conference Organizing Committee is responsible for deciding who will be awarded IATUL Travel Grants for that conference.


Appendix 3

List of Indexing and Abstracting Organisations to whom Conference Proceedings are sent
Engineering Index

Engineering Information Inc

360 Park Ave. South

NEW YORK NY 100100

USA

INSPEC

IEE

Savoy Place

LONDON

WC2ROBL

UNITED KINGDOM

Referativnyj Zhurnal, Informatika

VINITI

125219 Moscow

Usievich Str., 20

Social Science Citation Index

ISI

3501 Market Street

PHILADELPHIA PA 19104

USA

Bulletin Signaletique

Centre National de la Recherche Scientifique

3,rue Michel-Ange 
75794 Paris France
Library Hi Tech Bibliography

Pierian Press

PO Box 1808

Ann Arbor

MICHIGAN 48106

USA

Library Literature

H W Wilson Company

950 University Avenue

BRONX NY 10452

USA

Library and Information Science Abstracts

CSA

7200 Wisconsin Avenue - Suite 601
Bethesda, Maryland 20814 USA

EBSCO Publishing 

EPPUBDATA, Editorial Department

10 Estes St.

Ipswich, MA 01938, USA

EBSCO Publishing 

Serials Coordinator, Editorial Department

10 Estes St.

Ipswich, MA 01938, USA




Appendix 4
 (Name, Date, Location of Conference)

SPONSORSHIP FORM

COMPANY:

ADDRESS:

CONTACT PERSON:

PHONE:



FAX:

EMAIL:

LEVEL OF SPONSORSHIP:


AMOUNT: US$

ACTIVITY SPONSORED:


WEB SITE ADDRESS:

BENEFITS:

Our Gold Sponsors will receive the following:

· Conference literature will note your company in the front cover of the program as a Gold sponsor (your company logo will be depicted)

· Acknowledgment of the Gold sponsorship on the Conference web site

· One full page monochrome advertisement in the final program (supplied by you)

· A complimentary conference registration for a Company representative, including the sponsored event

· A list of all delegates who attended the Conference

· A company banner (provided by the sponsor) will be displayed in the Conference area

· A A-4 promotional flyer, provided by your company, for inclusion in the delegates' satchels

Our Silver Sponsors will be offered:

· Conference literature will note your company as Silver sponsor (your company logo will be depicted)

· One half page monochrome advertisement in the final program (supplied by you)

· Acknowledgment of the Silver sponsorship on the Conference web site

· A complimentary conference registration for one Company representative

· A list of all delegates who attended the Conference

· A promotional flyer, provided by your company, for inclusion in the delegates' satchels

Our Bronze Sponsors will be offered:

· Conference literature will note your company as a Bronze sponsor 

· A list of all delegates who attended the Conference

· Acknowledgment in the final program

· Acknowledgment of your Bronze Sponsorship on the Conference web site

Please return to: 
(Conference Committee)

NAME OF AUTHORISED PERSON: ……………………………………………………………………………..

POSITION TITLE: ……………………………………………………………………………………………………

SIGNATURE: …………………………………………………………………………………………………………

DATE: …………………
Appendix 5

IATUL Copyright Policy
IATUL, in line with open access principles, does not claim shared copyright with the author, only a non-exclusive right to publish. IATUL may publish both the abstract and the full-text of the paper on the IATUL Web site.  IATUL may also disseminate or license the content of the paper to appropriate third parties.
Author Agreement: I represent and warrant to IATUL that this work (“Work”) is my original work and does not, to the best of my knowledge, infringe or violate any rights of others nor does it violate any applicable laws. I further represent and warrant that I have the authority and/or have obtained all necessary rights to permit IATUL to use, duplicate and distribute the Work and that any third-party owned content is clearly identified and acknowledged within the Work. 
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Please sign this form and
email it 

(Conference convenor details)
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