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Annual Conference GUIDELINES

Introduction

The EMAC annual conference is the most significant user benefit of membership and the highlight of the EMAC calendar. It serves to create a major focus for exchange of ideas, dissemination of research findings and discussion of work in progress, as well as being an opportunity for catching up with old friends and networking with new colleagues. The conference is a partnership between the EMAC and the host institution. Both will wish to see the conference achieve its full potential for the benefit of all. The purpose of these notes is to share the knowledge gained over many conferences with new conference hosts, and to ensure that EMAC traditions, custom and practice, are carried forward year to year. Within that broad compass, however, there is also plenty of room for innovation by hosts.

EMAC Traditions, Customs and Practices

	Prior to the conference
	The EMAC Vice-President Conferences is responsible for day-to-day liaison between the conference hosts and EMAC. S/he is available to offer advice and help in planning all aspects of the conference. Past conference hosts are also generally happy to share their experiences (both good and bad!) to help Conference Chairs in their planning. To help prepare for future conferences we would like to encourage the Conference Chair to invite the following year Conference Chair to join the organising committee so that they can gain advance experience of the total process.

The EMAC Executive Committee autumn meeting is held in October each year. The Meeting is held in Brussels in order to save travel time and costs. Conference hosts are asked to attend this meeting and to meet with the Executive Committee to review plans and facilities for the conference. 



	Information
	All conference information, including links to accommodation booking, should be put on the conference web site as soon as possible. A link through from the EMAC web site, conferences section, will be provided.

This information should include transportation and accommodation details as well as contact points for general inquiries.  Conference hosts must ensure that their website is ‘glitch-free’ before it goes on air.   

A hard copy conference ‘flier’, which must display the EMAC-Logo, should be distributed to delegates at the preceding year conference.  



	Date and duration
	The conference is held during May of each year. Allow 2 days for the Doctoral Colloquium at the start of the conference, and 3 full days for the main conference. The main conference commences with a welcome and get-together on the Tuesday evening, sessions start 9:00am on the Wednesday and end by 5:15pm on the Friday.


Currently the conference runs as follows:

Sunday – pm start of doctoral colloquium

Monday – doctoral colloquium sessions

Tuesday – am doctoral colloquium (finish lunch time)

Tuesday – pm EMAC Executive and IJRM Board meet

Tuesday evening – get together party for delegates

Wednesday/Thursday/ Friday – main conference

Thursday afternoon – EMAC Annual General Meeting (AGM) of one-hour duration, preferably, immediately following lunch.  Alternatively, it immediately follows the last paper session of the day.

Friday evening – Conference Gala Dinner



	Venue
	The conference should be held in a venue that will facilitate informal interaction and networking as well as providing for the formal paper sessions and plenary sessions.  

Importantly, when selecting the venue, capacity issues must be taken into account. In their proposal to the EMAC Executive to host a conference, organisers are required to present contingency plans for meeting changes in attendances (for example, if 100 or 200 attendees above or below the forecasted number, registered for the conference).

Academic conferences are increasingly being held in dedicated conference facilities where domestic accommodation and conference facilities are in close proximity. Cost should, however, be borne in mind and facilities chosen so as to maximise potential attendance of EMAC members. A minimum level of services (e.g. Internet access) should be agreed with EMAC VP Conferences, and provided which is commensurate with the conference rate charged.

Where inclusive facilities are used, reduced cost alternatives for students and those on limited budgets should be offered.  

When the conference venue and the hotel accommodation are not in close proximity organisers should provide coach transfers at the start and end of proceedings each day. 



	Rates
	Many colleagues will incur substantial travel costs in attending the conference. The conference rates should, therefore, be kept as low as possible. Ensure, however, that you allow a margin for contingencies. The EMAC Executive will set a maximum rate below which the conference fee should be set. 

For Guidance: The fee for accompanying person should be set at a reasonable fee level. The fee includes the welcome reception and the conference dinner. Other social activities may be proposed on modular fee structure.


	Special Rates
	There should be a number of different conference rates offered:

1. EMAC conference delegate, booking more than 2 months ahead of conference

2. Late booking fee (add 10%)

3. Doctoral Colloquium attendance fee

4. EMAC conference fee for students attending doctoral colloquium and staying on for the main conference. However, for these students, EMAC will pay 50% of the EMAC conference fee, which includes a one-year EMAC membership subscription.

5. Special rate for PhD students attending the conference. EMAC offers a 50% discount of the EMAC membership fee.

6. Special rate to invited speakers for special sessions. EMAC does not offer discounted, or waive the, conference registration fee for invited speakers. However, where feasible and practical, organisers may offer a reduced rate for these speakers.

7. These rates need to be discussed and agreed with the EMAC Executive Committee/VP Conferences and EIASM.

Note that delegates may wish to pay by credit card or may wish to have their university/institution invoiced for the registration fees. Facilities for both types of payment should be made available.

 

	Contribution to EMAC 
	Each conference is expected to transfer a fixed sum of €6,000 to EMAC for its general support to the organisation of the conference. 

EMAC asks Conference Organisers to contribute to the ordinary update of the website handled by EIASM. This contribution is set in 500 euros, as agreed in the contract with EIASM, and includes the website registration, hosting, and update. In case organisers would require substantial changes, an extra-contribution of 200 euros will be set.

	Contribution to host university
	Some universities require a contribution to central funds from conferences organised by their staff. If your university requires such a contribution ensure you cost this into your plans.



	Student Bursaries
	Hosts are encouraged to cost in provision for a small number (5) of bursaries for research students to allow them to attend the conference free of charge. 

Bursaries are to be allocated by competition (best papers) and require the establishment of a small committee comprising the VP Conferences together with the Conference Chair.

In addition EMAC will provide 20 bursaries (50% discount of the conference fee) to help subsidise students attending the main conference. The V.P. Conferences, together with the organiser will form a small committee to allocate this subsidy. 




	Doctoral Colloquium
	The Doctoral Colloquium will be held for 2 days prior to the conference. An organising committee consisting of two nominees from EMAC (on a rolling two/three year cycle) and the EMAC secretariat will make the scientific arrangements for the colloquium (see separate guidelines). The hosts should make the domestic arrangements in cooperation with the EMAC secretariat bearing in mind the very tight budgets doctoral students operate under. Specifically, the hosts would be responsible for the following provisions.

Meeting rooms as follows:

· Seminar rooms (six 20-seater, U-shaped or amphitheatre meeting rooms; a fourth room if required for a larger volume of participants).

· One plenary room (80 seater, theatre-style, lecture room).

(All meeting rooms should be equipped with OHP and beamer and/or ppt presentation facilities if specified by DC Chair.  Water in rooms to be supplied throughout the day)

· One large room for coffee/tea breaks

IT facilities:

· 2 or 3 PCs with Internet access for accessing/transmitting e-mails during the breaks.

· Access to a photocopier

Catering:

· Lunches (2 light lunches for days 1 and 2; a lunch on day 3 may be held alongside the EMAC Fellows drinks reception to give doctoral colloquium candidates the opportunity to meet EMAC Fellows)

· Dinner (1 reasonably-priced dinner; typically at end of Day 1; students and faculty usually prefer to organise their own evening outing on the second night of the Colloquium)

· Coffee breaks (4 in total)

Hotel bookings:

To recommend a selection of hotels ranging from reasonably-priced to budget rate accommodation to suit a student’s ‘purse’.  Please bear in mind that budget accommodation or student accommodation should be offered where ever possible.  Emphasis should also be on accommodation located within walking distance if possible, to/from the DC venue to reduce need for, and the additional costs of, transportation.

Agree in advance with EIASM who is responsible for making hotel reservations on behalf of participating students and faculty or the process for making and paying for hotel reservations.  Communicate this directly to the students and faculty as well as post on DC web site.

Transport:

Where transfer between hotel and DC venue is required and use of public transport is feasible, ensure that such transport is accessible/available throughout the DC.  If this is not the case, to organise private hire buses for transfer to and from hotel(s) and DC venue.  Invariably, the latter arrangements will have significant/additional cost implications.

Fees:
Fees should be charged at cost, to collectively cover the following costs:

· Costs, if any, for the meeting rooms

· Catering and meeting room equipment as specified above

· Three nights accommodation for the faculty and EIASM representative . 

· 50% of the EIASM rep’s travel expenses 
· EIASM administration costs 
· Ad-hoc receptions: EMAC Fellows reception following the conclusion of the DC on Tuesday afternoon.  

The EMAC Executive will set a maximum rate below which the colloquium fee should be set. 
The DC budget is handled by EIASM (i.e. students register with, and pay the fee directly to, EIASM), who in turn reimburses the Conference Organiser for costs incurred in line with previously, agreed rates. 

The Conference Organiser should work with the EIASM representative to ensure co-alignment of the specified DC fee, the budget for the DC and estimated costs.   



	Sessions and Special Sessions
	The EMAC Executive is keen to promote a variety of session types at the conference to cater for the needs of all EMAC members. The conference should contain at least the following types of sessions (but organisers are encouraged to innovate with new session types as demand indicates):

1. Main sessions for competitive papers. Please aim for ideally 7 (maximum 8) parallel tracks, 1.5hrs each, with 3 papers per session to enable a full 20-minute presentation and 10 minutes of in-depth discussion.  Ideally, session ‘discussants’, arranged by track chairs, should be used to ensure more meaningful discussion of papers. The preference is to have 8 parallel tracks where necessary rather than to cram 4 papers into a session.  

2. Plenary sessions can take up the time available for up to 21 competitive papers (24, if there are 8 parallel tracks), hence depriving many colleagues of the opportunity to attend the conference. There should only be one plenary session, normally scheduled as the opening address of the conference. 

3. Invited sessions. EMAC Executive, through the Vice-President Publications, will organise a number of invited sessions where leading members of EMAC and invited visitors are encouraged to run sessions focussed on core research strengths and topics. There should be one such session each day, and these should be scheduled within the track programme rather than as plenaries.

4. A poster session to enable researchers and, in particular, doctoral students, to present work-in-progress, as an alternative to full papers, to a wider audience is a feature that we wish to maintain. Poster presentations offer good potential for one-to-one interaction.  Posters should be accepted as full papers to enable colleagues to obtain funding to attend and present at the conference.  The session should be scheduled over lunch on the first or second day of the conference to maximise attendance. It is normally sponsored by a publisher or corporation, and perhaps with a prize.  

5. A ‘Meet the Editors’ session should be prominently promoted. The editor of IJRM and other leading journals (but not publishers) should be invited to take part.

6. Executive Committee and Editorial Committee of IJRM meets on the Tuesday afternoon prior to the commencement of the main conference (normally 2-5 p.m. and  5-6 p.m. respectively)

7. EMAC AGM should be scheduled for 1 hour, preferably, immediately after lunch on Thursday, as a plenary session; if not it should take place immediately after the final sessions on Thursday afternoon. This timing is to maximise the opportunity for members of EMAC to attend.  At the AGM the EMAC flag is passed from the hosts to the organisers of the next year’s conference and newly elected officers take up their posts.



	Review process  
	The organisers’ role is to handle the administrative aspects of the reviewing process, leaving nominated track chairs and deputies free to manage the scientific aspects of the review process (see separate document on roles and responsibilities of track chairs and deputies).

All papers should be double blind reviewed using standard EMAC paper evaluation form. Current acceptance rates are around 50%. However this is dependent on the number of presentation slots available. A guide for authors and reviewers is available and should be published on the conference web-site.

Paper Format:

· Maximum 7 pages (everything included: title page and references, tables and figures )
· Single spaced throughout

· Times New Roman 12-point font (except for title which should be Times New Roman 14-point font)

· A4 size page formatting

· 2.5cm margins on all sides

· Use IJRM format for references, formulae, figures and tables

Appointed track chairs and deputy chairs to be contacted to confirm their agreement to take on the responsibility of the review process (see separate document on roles and responsibilities of track chairs and deputies).  Reviewers should be contacted in advance to obtain their agreement to review and to warn them of the reviewing schedule and deadlines. Anticipate that not all reviewers will keep to these deadlines and make contingency plans.

When selecting reviewers ensure they are familiar with the 7 page format and know what to look for in a conference paper. They should be sent the paper guidelines to indicate what is expected of a 7 page conference paper (as distinct from a full journal paper).

Note that electronic submission of papers is efficient but care needs to be taken to ensure anonymity of authors and reviewers (word documents ‘tag’ the author).

Authors may submit more than one single- or co-authored paper to the conference, but only one can be accepted as lead author/presenter. If s/he submits more than one co-authored paper, a maximum of up to 3 papers can be accepted. The quota of one lead authorship/presentation per author still applies.  This encourages people to publish with colleagues and/or research students but ensures that individuals do not dominate scarce presentation slots.

Presenters will need to be informed in advance of the facilities available (e.g., availability of data projectors, Internet access/connections and PCs using PowerPoint).



	Work in Progress
	There is no distinction between full and working papers at EMAC. All follow the same format.



	Proceedings
	Printed programme to include abstracts of papers with authors’ names and affiliations, room plan and an index of authors. Papers to be arranged by track. Full papers to be published on CD-ROM. 

Authors hold copyright to their papers.  Conference Organisers must obtain from authors permission to publish their papers as part of the conference proceedings in electronic or other forms deemed appropriate. Copyright in the conference proceedings is held by the Conference Organiser for one year following the date of the conference, after which it becomes the property of EMAC.      

EMAC assigns the conference hosts commercial rights to publish and sell the proceedings.  



	Tracks
	EMAC is keen to help with arranging the scientific programme into coherent streams or tracks and to ensure consistency of academic standards from year to year. We will supply a suggested list of tracks together with two nominated track chairs (chair and deputy) for each track. This will be a ‘rolling’ suggestion with each chair remaining for two/three years, subject to review by EMAC. Calls for papers should list the tracks, track chairs and co-chairs.  

The nominated track chairs will help the organiser in designing the track sessions and allocate chairpersons/discussants (where appropriate) for track sessions, following paper acceptances.  



	Social programme and catering
	It is normal to programme in:

1. Get together/welcome party with snacks the Tuesday evening before the conference starts (6:00pm-8:00pm)

2. Lunch arrangements should bear in mind the need to move a large number of delegates through quickly

3. Conference Gala Dinner on the final conference day (Friday night).

4. A social event on Wednesday or Thursday night. The social event has been considered a distinguishing feature of the Conference in the last few years. It contributes a lot to increase the satisfaction of attendees. Prior experience suggests that organizing such an event can be affordable only with the financial contribution of sponsors.
5. Accompanying persons programme of trips and visits may be offered. Alternatively hosts may provide information to allow partners to make their own arrangements

6. When special events are planned delegates should be given adequate prior warning. These include events outdoors or in unusual settings. Good weather should not be assumed! Long coach journeys should be avoided where possible. Please remember that some delegates will wish to retire early, especially if they have papers scheduled for the following morning, and hence ‘escape routes’ from social events should be provided. Ideally keep social events close to conference hotels.



	Publishers’ exhibitions
	We wish to encourage publishers to display recent titles of interest to participants at the conference, and to attend to discuss member needs and publishing intentions. 

Reasonable fees should be charged for their participation (see further details in document from publishers). The fee should, however, include one delegate attendance at the conference. 

Hosts should ensure that publishers get the most from their investment by facilitating set up where there is likely to be a good opportunity for through traffic (e.g., adjacent to coffee/lunch facilities).

Please include the publishers in the decisions about location of stands and other facilities provided.

EMAC has a special agreement with Elsevier, the publisher of International Journal of Research in Marketing, that is, EMAC’s journal. According to this agreement, Elsevier can obtain, free of charge, display facilities for the journal and related products at the conference venue. 



	Post-Conference
	After the conference the VP Conferences will discuss with the hosts any lessons that can be learned from the experience and passed on to future organisers. 

During the final day of the conference a session should be arranged for the Conference Chair, EMAC VP Conferences and the Chair of the next year conference to meet to discuss immediate lessons that can be learned.

After the conference, hosts should:

1. Hold copies of the proceedings for future demand.

2. Settle accounts with EMAC and others. 

3. After reflection on the experience, and with the benefit of hindsight, provide a set of ‘learning notes’ to the EMAC Vice President Conferences, for passing to future conference chairs. This should include both positive and negative learning points.

4. Treat themselves to a well earned rest!
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Organisation of the technical process
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Procurement of 

rooms
	· General assembly

· Rooms for key notes

· 7/8 parallel sessions 30-80 persons

· Conference office

	
Conference CD

Internet pages

Call for papers
	· Internet / EMAC-pages

· Structure of CD

· Sponsorship-letters

· Posters

· Personal-letters

	
Total financial plan
	· Credit-Card contracts

· Budget on conference fee

· Sponsorships

· Book-sellers



	
      Planning of timing &

technical equipment
	· Schedule for review & CD

· Technical equipment for panels

· Overheads / beamers



	
Content of the 

conference bags

& registration
	· Sponsored material

· CD / programme / last minute changes

· TAGS




Organisation of scientific programme

	
Review process

- Reviewer-Acquisition

- Mailing, enquiry
	· Software for review

· Organization of reviewers

· Timing



	
Programme-structure

Invited-speakers


	· Room / sessions-relation

· General speeches



	
Track & session

organisation
	· Schedule

· General topics



	
Pr   Printed abstracts 

volume & programme
	· Ads

· Booklet-structure

· Addresses (E-Mail, Universities)

· Pattern of programme



	
CD-Rom

- Papers, logos

- Addresses etc.
	· Ads / logos

· Abstracts

· Search-routines

· Mailing-addresses




Organisation of the peripheral-programme


	
EMAC / IJRM

Board-meetings
	· Rooms

· Coffee, cookies, lemonade

· Tablecloths

· Organisation of tables

	
Special activities

· Doct. Colloquium

· Business-panel
	· Responsible person

· Location / rooms

· Lunch & dinner

· Relevant persons

· Time

	
Conference Dinner
	· Location

· Menu, financial planning

· VIP-tables

· Entertainment

· Speeches

	
      Get-Together, 

      Reception
	· Location

· Buffet

· Service, persons

· External speakers

	
Programme for 

Spouses
	· Restaurants, pubs (list)

· Entertainment, night-life

· Cultural programme, sightseeing

· Maps


� EMBED FLW3Drawing  ���








1
PAGE  
14

_1056959718.unknown

