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Mark as appropriate 
�  Months 

bef. Conf. 
Planned Actual 

Date 
0* Proposals of venue to EuMA President  60-48   

�* Appointment of General Chair   48   

3* Appointment of Conference Chairs  36   

/* EuMA agreement with Exhibit Manager.  Meeting of the EuMA 
conference committee for the final selection of conference location, date, 
venue, etc. 

36  
 

 
 

8* EuMA agreement with other sponsoring organizations 36-24   

-* Organization of conference committees; coordinate with Exhibit 
Manager. 

24-18   

9* Prepare EuMW Planning Schedule. Establish Conference theme. Attend 
EuMA January meeting 

21 Jan  

4* EuMW General Chairman Prepare Preliminary Budget forms:  Submit 
to EuMA. Summary of finances, income and expenses, social functions, 
grants, etc 

18 Apr  

�* Submit TPC proposal to BoD/StC 18 Apr  

0�* First announcements; Exhibit Manager promotion. 16 June  

00* Prepare, review and distribute First Calls for Papers 12 Oct  

0�* Conference Committee/Exhibit Manager meeting at prior year 
conference location. 

12 Oct  

03* Initial Exhibits/Conference Promotion, Publicity to Trade Magazines, 
Transactions and News Releases 

12-10 Oct-Dec  

0/* Check no. of seats, audiovisual aids, pointers, boards, flags, stationery, 
water, hotels, etc 

12-6 Oct.-Apr  
 

08* Print and mail final Calls for Papers 12 Oct  

0-* Final list of Reviewers 10 Dec  

09* Detailed budget of EuMW 9 Jan  

04* TPC select invited speakers, special sessions, define session Chairmen, 
etc 

6 Apr  

0�* TPC Meeting to select paper titles, abstracts and summaries. Notify 
authors 

6 Apr  

��* Second Promotion/Publicity material to trade magazines, and news 
releases. 

6-4 Apr-June  

�0* Layout detailed program with session titles, paper titles, authors, session 
chairs and special sessions. 

5 May  

��* Detailed guidelines for preparation of papers 5 May  

�3* General Chair review composition. Printing of advance program. 5-4 May-Jun  

�/* Mailing of advance programs and registration information 4-3 June-
July 

 

�8* Receive final text from the authors – decision re editing/revision 3 July  

�-* Final Publicity to all trade journals, etc (including titles of all sessions) 3 July  

�9* Proceedings to printer and available at Conference 2-1 Aug-Sept  

�4* Deadline for advance registration 2-1 Aug-Sept  

��* Final check with organizer: registration procedure, hotel bookings and 
transport links, technical services, special requirements, electric plugs 
etc. 

2-1 Aug-Sept  

3�* Pre-conference instructions to/from organiser, staff, secretary, 
Chairman  

1 Sept  

30* Prepare Session Chair feedback sheet  1 Sept  

3�* On-site – Registration, Exhibition, session timing, workshops, IT 
facilities, press 

- Oct  

33* Compile feedback/lessons learnt +2 Dec  

3/* Report to the EuMA Board of Directors  +3 Jan  
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BoD Board of Directors of EuMA 

CPC  Conference Prize Committee 

EAC EuMA Award Committee 

EuMA European Microwave Association 

EuMC European Microwave Conference 

EuMIC European Microwave Integrated Circuit Conference 

����	 ��������	���������	����	

EuRAD European Radar Conference 

EuWiT European Conference on Wireless Technologies 

ExCom Executive Committee of EuMA 

GA General Assembly of EuMA 

GC General Chairman 

LO  Local Organizer 

LRP Long Range Planning Committee of EuMA 

PCO Professional Conference Organizer 

StC Steering Committee 

 


