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Guidelines for Symposium Organizers 
 
 
Key dates for Symposium Organizers:   
 14 April 2017, deadline for presentation selection 
 15 June 2017, deadline for finalized program 
 20 June 2017, deadline for Session Chairs selection 
 
Key facts for Symposium Organizers:  
 Not more than one oral and/or keynote presentations per participant 
 Oral presentations: 20 minutes 
 Invited Oral presentations: 20 minutes 
 Keynote presentations: 40 minutes 
 
 
14 April 2017: Determine presentation types (Keynote, Oral, Invited Oral or Poster) 

Check if all invited speakers having given a positive response have submitted an abstract. Those 
invited speakers not having submitted an abstract remind them to submit their abstract rapidly. 
All Symposium Organizers will receive the abstracts from the ISE Office which they are asked 
to approve if acceptable and to determine the type of presentation: oral (keynote, invited, 
contributed) or poster. At this time there may be some switching of speakers from symposium 
to symposium which requires negotiation between the responsible SOs. 
The accepted abstracts must be specified as Keynote, Oral, Invited Oral or Poster no later than  
3 April 2017.  
Please inform the ISE Office as soon as this has been done (events@ise-online.org). 

 
Not more than one oral or one keynote presentation per participant / Young scientists 

No participant can have more than one oral or one keynote presentation. If the second 
presentation is in another symposium, please contact the coordinating symposium organizer of 
the other symposium and agree together which presentation should be maintained. 
Each symposium should also have a total of 8 young scientists which may have been invited or 
may be contributed presentations. 
 

Backup list of 10 potential speakers 
Select a backup list of 10 potential speakers from the list of poster presenters (considering first 
those who requested an oral presentation) in order of preference in the event there are 
cancellations. In order to maintain consistency of topics, the SOs should also specify the session 
(day and morning and/or afternoon) in the program that each contribution would be inserted in 
the case of a cancellation. 

Instructions to set presentation of submitted abstracts 
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1: All abstract files have been sent to you separately in a ZIP file 
2: Make your decision for keynote, invited oral, oral and poster presentations 
3: Transpose your presentation decisions to the system pressing either [K], [O] or [P], [invited] 
4: Notifiy the ISE Office when you have finished with your selection (events@ise-online.org). 
 

 
 
Notification to authors of abstract acceptance 

The ISE Office will notify all presenting authors of their abstract acceptance and presentation 
status. The presenting authors will be invited to register and make their payment before 8 June 
2017 to guarantee their keynote or oral presentation status or to have their poster listed in the 
program. Otherwise, without the required registration fee payment, keynote, oral or poster 
presentation will be removed from the program. 

 
15 June 2017: Setting symposium session program  

Set up the symposium program by arranging the presentations in sequence. Also ensure that 8 
slots are filled with contributed oral presentations from young scientists. This will involve 
interaction with the ISE Office and OC for preliminary finalization of the symposium part of the 
program.  

 
20 June 2017: Selecting Session Chairs 

Choose the chair persons for each symposium session. Please choose only two session chairs 
per half day. To prevent any problems having a selected chair person with a presentation 
planned while a session should be chaired you may best choose a person with a presentation in 
your symposium. 
 

Inserting oral presentations from Backup list of 10 potential speakers 
Contact the presenting author informing of the change and ask if they agree to now give an oral 
presentation.  
The ISE Office removes non registered oral and poster presentations from the program and OC 
oversees that the backup speakers are inserted as necessary and as requested by the SOs. While 
the program is finalized someone from each symposium committee of SOs should be designated 
as the contact person during this time period in the event that the Responsible SO is not 
available. 

 
Please do not hesitate to contact the ISE Office ( events@ise-online.org ) if you have further 
questions. 

 


