Guideline of ISAAC organization

1. Concept 
· Symposium chair is the person to take responsibility and leadership.

· Symposium organizers and Ad Com should try to obtain good public-evaluation and satisfaction of participants to maintain reputation of ISAAC.  
· Arrangement with early preparation and kind information is requested

· Advisory Committee will tell experience of past ISAAC and help organizers. 
· Therefore, the symposium chair should keep in touch with the Ad Com chair.
2. Typical schedule of ISAAC n 

1 Initial proposal:  Early (say, before April) in the year n-2.  

2 Presentations of proposal and decision: Ad com meeting at ISAAC n-2.

· Required information: Conference chair, PC chair, venue, dates, accommodation, and idea of finance. 
3 PC+OC organization, financial plan, hotel negotiation (in year n-1)

4 Presentation at ISAAC n-1 Ad com and banquet. 

5 Symposium Web page open , get an Easychair account(January n) 

6 Contact to LNCS (March n) 

7 Preliminary CFP release to major theory mailing list (March/April n)

8 Submission open (May n), Final CFP (xx – 10, June n) 
9 Paper submission deadline  (xx June n) 

10 Notification  (yy  August n) , report to LNCS
11 Best paper selection  (August n)

12 Registration/Accommodation open (September n)

13 Camera ready handling, Send to Springer (September n) 

14 Local arrangement work (Oct – Dec n)

15 Symposium (December n)  

3. Details

3-1． Proposal　

· A proposal of ISAAC symposium should be sent to Advisory Committee through one of the committee members in the year n-2 (say, before April). 
· The proposal should contain the following information

· Symposium Chair 

· PC chair (co-chairs)

· Location (city) 

· Date ( candidate dates) 

· Candidate of site and accommodation plan 

· Conference organization (local arrangement plan)

· Financial plan (estimated registration fee, possibility of additional funding)  

· Final candidate proposal is given at the Advisory Committee meeting at ISAAC n-2.
3-2. Symposium organization
· At ISAAC n-1, the symposium plan of ISAAC n should be presented by the symposium chair (or a deputy) in both advisory committee meeting and banquet.   

· Preliminary CFP should be shown at ISAAC (n-1) advisory committee meeting.  
· Ad Com should hear about details such as paper submission guideline, finance, payment systems and local arrangement status.

3-3. Symposium Web 

· Symposium Chair should prepare a conference web as soon as possible after the ad com meeting of ISAAC n-1

· Information should be posted timely (as early as possible)

· Dates, submission information, symposium site, travel, invited speakers.
· Substantial change of the plan should be informed to Ad Com in advance.  

3-4. Program Committee

· PC Chair should be assigned early (usually before ISAAC n-2).

· PC Chair should select (most of) PC members before ISAAC n-1 

· PC members cannot be a coauthor of a submission to ISAAC

· PC should do substantial discussion (online discussion) for the paper selection.

· Scores are just data for the discussion.

· Final decision should be done by PC chairs

· PC chairs may remove junk papers before the paper assignment  

3-5.  Proceedings 

· ISAAC proceedings are published by LNCS, unless Ad Com decides otherwise. 

· Symposium chair should send request email to Springer 
· Alfred Hofmann (alfred.hofmann “at“ springer.com) 

· Anna Kramer (anna.kramer ”at” springer.com), lncs@springer.com   
· Maximum limit: 1350 pages (including front+ backmatter)
· Page length and format of the final version should be given in the conference WEB before the acceptance notification. 

3-6.  Finance
· Plan the finance carefully

· Keep low registration (student registration) fee  
· Please consider and try possible additional funding source
· Prepare convenient payment system ( It is often expensive)
· We do not allow a “no-show” paper, thus should omit a paper from the proceedings unless at least one author registers (symposium chair may allow cancellation of a talk by his/her decision).  Traditionally, we allow a person to present more than one paper with single registration fee (student fee, if he/she is a student). 
· 3.7  Communication

· Communication with participants should be done by a responsible person in OC who can quickly respond by his/her own responsibility. 

· Symposium chair can consult Ad Com chair anytime.
