FOOS4G 2009 Program Timeline
17 – 21 November 2009
OC = Organising Committee

TH = Tour Hosts

	Date 
	Activity 
	Action 

	 30 May 2008
	Discussion on requirements for abstract submission form/program:

· Presentation types: 

          Oral and/ or Poster?

· Conference themes

· Author information required:

          Biographies?

· Can authors submit more than one abstract?

· Are session chairs or Keynote abstracts required

· Reviewers – Are session chairs to review all abstracts submitted under their session theme?

· Abstracts only or abstracts and full papers?
	OC/TH

	November 2008
	Invite keynote speakers.
	OC/TH

	November 2008
	Confirm guidelines for submission of abstracts 
	TH/OC

	November 2008
	Call for Abstracts, workshops and lab proposals draft text to be developed and confirmed by the OC.
	TH/OC

	November 2008
	List of potential abstract reviewers/referees confirmed. 
	OC

	December 2008
	Online abstract, workshops and lab proposals submission form setup and ready for testing. 
	TH

	January 2009
	Call for abstracts, workshops and lab proposals form activated on website. Email blast distributed promoting call for abstracts, workshops and lab proposals open. 
	TH/OC



	February  2009
	Discussion regarding criteria for review of abstracts

Including:

· Scoring 

· Acceptance/Rejection 

· Reviewer Access  
	TH/OC

	May 2009
	TH to process abstracts available for review.

OC to review themes for each abstract ensuring they have been submitted under the correct theme.
	TH/OC

	May 2009
	Reviewer Zone set up and ready for testing.
	TH/OC

	May 2009
	Access to Reviewer Zone and instruction given to reviewers to review/score abstracts online.
	TH

	27 May 2009
	Closing date for abstract, workshop and lab submissions.
	TH

	17 June 2009
	Completion of abstract review process.
	

	June - July 2009
	OC to allocate abstracts into the program. 
	OC

	June - July 2009
	Confirm session chairpersons and room allocation.
	OC

	13 July 2009
	Final program confirmed and sent to TH. 
	OC

	July 2009
	TH to enter program into database.
	TH

	July 2009
	All letters to be drafted for authors:

· Oral acceptance letter

· Poster acceptance letter

· Rejection letter

· Oral presentation guidelines

· Poster presentation guidelines

· Invited speaker – confirmation of presentation times/ dates/ program information.

OC to review and confirm letters. TH to set up letters in the database.
	TH/OC

	27 July 2009
	Abstract acceptance notification
	TH

	12 August 2009
	Author/ Early Bird Registration Deadline
	TH

	August 2009
	Chase outstanding speaker registrations.

List of unregistered authors to OC for review of program order.
	TH

OC

	November 2009
	Conference commences
	








