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Relevant Strategic Plans  - Computing Division Strategic Plan  (NETWORKS)

Conference Support Goals –

The Computing Division organizes more and more conferences and meeting every year and it would be more efficient if the organization is done entirely by CD personnel. This would eliminate the in between communication and delays with the Conference Office and allow better handling and coordination among the CD personnel.  The support would consist from web page creation for the conference to hotel reservation to registration and vendor handling. It would allow consistent and reliable support for conferences held either at Fermi or at elsewhere. As far as the exhibits (Super Computing), we would be able to coordinate them and support them the same way as the conferences. The know-how would remain with the same people and transfer of knowledge and support for the organizers would be easier.
· Provide support for Conferences/Meeting that include participants and require organization of the event 

· Provide support for exhibits at conferences such as Super Computing

Conference Support Strategy – 
· Centralizing the resources for event support so that the organizers will have a reliable, dedicated and knowledgeable body of people to refer to.
· Learn the appropriate procedures for conferences held at Fermilab

· Establish and disseminate (web pages etc) for various procedures/guidelines on event organization, limitations, etc. 
Education & Outreach / Conference Support
· Activity Type:
New 
· Timescale:
Start: October 2006, Ongoing

· Milestones:
Depends on event

· Metrics:
(i) Number of Events supported, (ii) Number of complains in the support of an event
Objectives for FY07 
· Provide support for the web page creation and maintenance for the event

· Provide support for hotel, shuttle bus etc reservations

· Provide support for participant registration, accommodation etc and registration fee collection if appropriate

· Provide support for coordination of the various venues (dinner, vendors etc)
· Provide administrative support for the event
· Establish and publish procedures/guidelines for event organization
Priorities: Learn the lab policy on event organization at Fermilab. The group already supports events planned to take place outside Fermilab.
Staffing:  Currently, the personnel in the Program Support group is able to support conferences held either locally (in coordination with the Conference Office) or elsewhere. The load though and the demands for new conferences/workshops/meetings is increasing. In order to be able to fully support more events we would need 0.5 -1 FTE (knowledgeable in html coding, web forms etc).
Change control: Expanding current responsibilities of existing personnel
Risk Assessment:

1. Inadequate effort or support in maintaining the current web and event support 
2. Under staffing if a lot of events are planned at the same time

3. Not being able to cooperate and take over the responsibility for CD events taking place at Fermilab from the Conference office

4. Not being able to find written and clear procedures on various aspects about an event organization at Fermilab.

































