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Organizing a Scientific Event? Make it a RILEM Event!

RILEM is dedicated to contribute to the progress in the construction sciences, techniques and industries, essentially by means of facilitating communication between research and practice. If the event you have in mind is within the scope of the activities of RILEM, we can offer you an attractive package:

· Promotion of your event through RILEM News, or in our journal Materials and Structures. Our news are published at http://www.rilem.net/, thus making any information available to the public. Our web site will also relay and notify important information and deadlines regarding your event (journal Materials and Structures and web calendar). 

· Guidance for assisting you in the organization of a conference, workshop or seminar (cf. checklist on page 5).

· There are two different options in publishing your volume as part of the RILEM proceedings

-Publishing and printing through Springer;

-Publishing through RILEM, with a local printer

In both options, the proceedings will be printed as a volume within the series of RILEM proceedings, containing reviewed papers protected by copyright.
We offer you to publish the proceedings of your scientific event for three types of events:

· RILEM events which are primarily organized by members of RILEM

· RILEM conferences or workshops proposed by one of the RILEM technical committees 

· Events co-sponsored by RILEM

In order to facilitate the organization of your event, we would advise you to have a look at the General Rules which apply (cf. pages 3-4).

On a global international scale, reach potential specialised speakers and attendees through our network of best experts: faster with RILEM than through a local promoting action!

Feel free to contact RILEM Secretariat General in order to get more information and assistance.

Application Form
To be filled in and returned by e-mail at sg@rilem.org

Title: ...................................................................................................................................................................
Date: ..................  Venue: .........................................................................
Category:
 FORMCHECKBOX 

A. RILEM event organized by members of RILEM (see Annex A1 and A2.A), with 10 % discount for RILEM Members 

 FORMCHECKBOX 

B. RILEM conference, workshop or seminars proposed by one of the RILEM Technical Committees (see Annex A1 and A2.B), with 10 % discount for RILEM Members 

 FORMCHECKBOX 

C. Event to be co-sponsored by RILEM (see Annex A1 and A3) *
Summarised objectives of the Conference or Workshop (2 or 3 lines):

...................................................................................................................................................................
Type:
 FORMCHECKBOX 
 Workshop
 FORMCHECKBOX 
 Seminar
 FORMCHECKBOX 
 Conference
 FORMCHECKBOX 
 Other

Other international associations approached for scientific co-sponsorship (5 Maximum): 

...................................................................................................................................................................
Expected people:
 FORMCHECKBOX 
 <20
 FORMCHECKBOX 
 20-50
 FORMCHECKBOX 
 50-100
 FORMCHECKBOX 
 100-300
 FORMCHECKBOX 
 > 300


 FORMCHECKBOX 
 Only on invitation
 FORMCHECKBOX 
 Registration fee

Previous conference or workshop in this series: .........................................................................
Official Language(s):
 FORMCHECKBOX 
 English
 FORMCHECKBOX 
 French
 FORMCHECKBOX 
 Other

Proceedings will be
 FORMCHECKBOX 
 available for the meeting

 FORMCHECKBOX 
 post-conference proceedings

Proceedings will be published
 FORMCHECKBOX 
 RILEM online
 FORMCHECKBOX 
 print version (soft cover)

I, acting as the representative of the above event, officially agree, if RILEM approves this event, to follow the general rules described in the following annex. 

I have duly noted that each circulating document related to this event should be mailed to RILEM Secretariat General, including a complete set of the documents given to the participants. A complimentary standard exhibit space will be offered to Springer (approximately 2-3 m2) for displaying during the event the Materials and Structures journal prominently and other Springer’s products of interest to the Event’s attendees (Springer is publishing the RILEM Journal Materials and Structures as of January 2006).

Name and function (for the event) of the Applicant: .........................................................................
Date: ..................  Hand-written signature:

*. Details of the scope, outline programme, scientific committee membership, provisional deadlines for abstracts and final manuscripts, must be annexed and sent back in electronic format (pdf preferred) by e-mail with the present form. It is essential that RILEM Members are part of the scientific Committee of a co-sponsored event.
Annex: General rules

A1. Common rules for RILEM symposia, workshops and 
co-sponsored events

A/ DATES AND VENUE

International Conferences & Workshops should be planned, as a general rule, with dates or venues selected in order to avoid clashes. Another concern for RILEM is to limit the inflation of events in its fields of expertise. Any demand should first check the already planned activity, through RILEM Web site Initial check at http://www.rilem.org/calendar.php (list of RILEM conferences & workshops, and external events not directly linked to RILEM) is recommended before blocking any final dates and location. When possible, combining events will allow a limitation of travel expenses (workshop combined with RILEM Week). 

B/ PROMOTION OF THE EVENT

1) When the event is approved by RILEM, the organiser should send to RILEM Secretariat General a written presentation of the event (preferably in Word format, for having the data easily copied in the needed media), in order to make this information available to all RILEM members through our newsletter, our Website and RSS feeds. Any circular related to this event (first call for abstracts, preliminary programme, final circular, etc.), should be sent to RILEM.

2) Proceedings published by RILEM have a unique visibility through our CrossRef membership (in which our publishing company is a member since April 2004) and DOI (Digital Object Identifier) assigned to each paper published on line at www.rilem.org. In addition, any published proceedings are fully searchable through Google Search, our publishing company being partner of Google through Google Print at http://books.google.com/.

3) A complete set of the documents handed to the participants should be mailed to the RILEM Secretariat General in Bagneux.

4) Just after the meeting, the organiser should send to RILEM Secretariat General a written report on the event, mentioning the attendance, and the first conclusions and perspectives. This report (2-3 pages) should reach the SG within 30 days after the meeting, for publication in our scientific journal Materials and Structures (RILEM Bulletin Heading).

C/ PROMOTION OF RILEM

1) Each document related to the event should reproduce the RILEM logo on its front cover page.

2) A short presentation of RILEM during the opening session (maximum 10 minutes) should be planned for the RILEM representative appointed by RILEM.

3) The RILEM flyer with the membership application form should be inserted in the folder given to the participants.

D/ LANGUAGES

Working and publishing languages should be at least one of the two working languages of RILEM: French or English.

A2. RILEM Events

BUDGET AND REGISTRATION FEES

The financial responsibility for the symposium is left entirely in the hands of the organiser. Where a financial contribution from the participants is asked for, a reduction must be given to RILEM members (in general a minimum of 10% discount). It is recommended that a balanced budget is established on the basis of the fees applied to RILEM Members. The extra-cost paid by non-members is paid back by the organisers to RILEM after the event, being used for offering to the participants an individual RILEM membership with specific advantages (including the possibility to discover membership value and privileges, with the option of discovering RILEM journal on-line).

PROMOTION OF THE EVENT

We offer the organisers (for free) RILEM specific means of promotion: an advertisement in our scientific Journal Materials and Structures (3rd cover page) and a set of mailing labels of RILEM members. The web site of our Association (www.rilem.org) will also be dedicated to specific focussed promotion, reminders and alerts (for potential authors, participants, readers of the proceedings, libraries).

PROCEEDINGS

RILEM symposia and workshops proceedings are published by RILEM Publications S.A.R.L. The organisers should contact at an early stage the Secretariat General for receiving practical rules for presentation of manuscripts. A copyright transfer form will be duly filled (with hand-written signature) by the corresponding author submitting an abstract, and fax and air-mailed to RILEM. An appropriate time-table and budget will be set up, in agreement between the organisers and RILEM.

A2. A. RILEM events organised by members of RILEM

The RILEM Technical Activities Committee (TAC) shall facilitate the organisation of international symposia as one way of accomplishing the technical programme of RILEM.

The principal criterion of decision is that a symposium be recognised as the appropriate format to deal with the subject which falls within the priority objectives of the technical programme of RILEM.

RILEM symposia must fulfil conditions defined as follows:

a) Any draft proposal shall indicate the type of symposium, the objectives, the person responsible for organisation, the outline of the organisation, a tentative list of members of the Organising Committee, the dates and place and shall include a draft programme.

b) The proposal shall be studied by the Technical Activities Committee and shall be approved by the Bureau.

c) Once acceptance of his proposal has been given, the organiser will contact the Secretary General who will offer his assistance in the promotion of the symposium and the publication of the proceedings.

A2. B. RILEM conferences, workshops or seminars proposed by a RILEM Technical Committee

The request should be sent to RILEM Secretary General for implementation.

A3. Events co-sponsored RILEM
TERMS OF REFERENCE

RILEM co-sponsorship is always confined to moral cover. It requires that RILEM be represented on the Scientific Committee of the event. The proposed international event should fit into RILEM scientific fields of activity. It should be checked that no other international event on the same subject is scheduled for the same period and in the same part of the world by one of the international associations involved in civil engineering, represented in the "Liaison Committee" (CIB, ECCS, fib, IABSE, IASS, RILEM).

HOW AND WHEN TO APPLY

The request is subjected to the decision of the RILEM TAC (Technical Activities Committee).

The request for RILEM sponsorship should be sent to the Secretary General before the first call for papers or preliminary circular of the event. The official decision is transmitted by RILEM to the organiser of the event.

PRACTICAL RULES FOR A CO-SPONSORED EVENT

1) In case of an event bringing together many experts (over 100 participants), we offer the organisers (at cost price) RILEM specific means of promotion: information through our web site, RSS feeds, customised mailings, etc..

2) If not published by RILEM, 2 complimentary copies of the Proceedings should be mailed free of charge and without customs taxes to RILEM Secretariat General.

Checklist for Organisers of an International RILEM Conference or Workshop

1. Contact at an early stage RILEM Secretariat General and RILEM Web site for checking any potential conflict with other conferences (organised or not as RILEM Conferences)

2. Identify whether this conference should be supported by one or more RILEM Technical Committees

3. Consider to receive the advise of the Convener of the RILEM Cluster which field is linked to the topic of the planned conference

4. Consider the general format of the event: number of participants, possible sessions in parallel or not, support from sponsors, oral presentation and posters, exhibition, etc. (for more than 100 participants, the help of a company specialised in organising events is needed in most cases)

5. Check for the facilities of international connecting flights for the participants

6. Prepare a social programme well in advance (in general only for large conferences of 100 participants or more)

7. Specific registration fee for RILEM members and for non-members (the increased fee includes a 365-day RILEM membership with special services)

8. Prepare a precise global budget

9. Consider the precise planning for the different steps of the process, including:
a. Draft programme for 1st announcement and call for abstracts
b. Approval by RILEM
c. Launching the 1st announcement and call for abstracts
d. Notification on abstracts acceptance
e. Submission of full-text papers (template available on RILEM Web site)
f. Review of the papers
g. Notification to the authors
h. Deadline for final version (3 to 5 months before the event, according to the number of expected papers)
i. Deadline for authors’ registration
j. Deadline for early registration (reduced registration fee)
j. Last circular and final programme
k. Deadline for printing and shipping the proceedings to the conference

This list is not exhaustive, it only has to be considered as a memo, as most issues are fixed with the corresponding external services or companies.

Always think of some golden rules for successful conferences:


· Location of the conference with all needed facilities for international flight connections 

· Local possibilities for technical visits

· Sites of historic and cultural interest (in case of social programme for companions)

· Communication in due time to potential participants, authors, and media

· Respect of the time-table for each speaker

· Facilities and services offered to the participants (according to the registration fee level)
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