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(About “Window On the World” daily conference newslettering:  approximate organizing schedule, budget, responsibilities, logistics)

PREFACE

· A daily conference newsletter called “Window On the World” (WOW) produced at the conference by volunteers was started at ICSE’95 in Seattle,  It has since become an irreversible ICSE tradition with issues every day of the conference between 4 and 8 pages in length, plus a pre-conference “Issue 0” distributed on a tutorial/workshop day.  The purpose of this Guide is to capture the evolved procedure and traditions for organizing and carrying out the authoring and production of WOW, for the purpose of perpetuating best practices learned and avoiding “lessons learned” mistakes for future ICSE's and for other conferences interested in attempting a WOW-like onsite newsletter.  (For example, SIGAda started “Ada-WOW” at their 1999 annual conference, and its experience has been rolled into this Guide.)  The intention is to keep most of this Guide generic, not ICSE-specific, with only occasional mention of the expectations that have arisen for ICSE’s WOW that bear observance more for ICSE than perhaps for other conferences.

This Guide starts with a suggested schedule of preparations and activities starting at least a year ahead (no later than the previous year’s conference for appointment of editor(s)), and serves as an overview and organization of this Guide.   The events on that schedule are elaborated in following sections of the Guide, and include responsibilities (who should do them) and, as appropriate, suggested steps or needs (e.g., supplies and facilities), and occasionally, budget implications (with budget totalities summarized at the end).

· (At present, for brevity and lack of time to fully instantiate this guide, this guide contains only a 3-page schedule/timeline annotated with budget implications, up to $6K US Dollars if not covered via comp rooms & donations, & random other points.  -hh 3/2001)
This Guide has been prepared with the inputs of past WOW editors and is offered to the ICSE Steering Committee and identified future WOW editors to assure its propagation to future conference committees.  Extensions and improvements by any conference’s leadership are welcome.  We suggest that this Guide be treated like Open Source/Free Software  --  anyone may use it and modify it as they desire, with the simple request that improvement suggestions and important lessons learned that should be folded into the baselined WOW Guide by sending a message about such ideas, or an actual change-bar revised version of the Guide, to icse-sc@TBD
Also, previous ICSE WOW editors may be willing to lend assistance at any time:

· TBD

· TBD

· ICSE’99:  Will Tracz (Lockheed-Martin), <will.tracz@lmco.com>

· ICSE 2000: Jonathan Cook (New Mexico State Univ.), <jcook@cs.nmsu.edu> & Hal Hart (TRW), <Hal.Hart@ACM.ORG>

Suggested WOW Planning 
Schedule

1. > 12 months ahead:  WOW editors appointed.  (2 recommended, Co-Editors or separate Editor-in-Chief and Production Editor)

2. > 12 months ahead:  WOW BUDGET prepared (e.g., paper/printing, supplies, sustenance for staff, and work space & supplies if not available free), to be tiered up to conference budget to be included in TMRF submission.

· PAPER/PRINTING:  ~$1K (USD), assuming Kinko’s or other volume cheap copy shop nearby

· SUSTENANCE for staff:  ~$300-500 (USD) for snacks & drinks for staff of up to 10

· WORK SPACE:  24-hour access to a hotel  suite (preferred, for refrig for food) or small meeting room is required.  (Could cost $1K USD or more for 6 days.)

· EQUIPMENT:  2 desktop PCs with at least 17” (preferably 19” or larger) monitors and at least one black/white laser printer, modem capability, and external zip drive (unless all PCs have internal zip drives) are recommended.  (Rental could be $500-$1K USD or more if not loaned.)  

· NOTE:  It is likely several staffers will bring along laptops, and they are fine for authoring articles, but at least the larger monitor on a desktop PC is much more efficient for desktop publishing.

· LODGING:  Traditionally the editors and student volunteers (2 per room suggested for students) are given free lodging, sometimes also 1-2 more key adult staffers who volunteer big time and need support if the budget allows.  ($500-1K USD per each sleeping room for 6 days  --  but not all will stay 6 days); 

·  NOTE:  Any of all of the above could be donated, loaned, or free (e.g., comp rooms in the hotel contract for work space & lodging, sponsor donations of copying and/or food & drinks).  At the other extreme, if full hotel price is paid for workspace + 3-5 lodging rooms, and equipment is rented, the required budget could exceed $5K (USD).  The $5K should be tentatively budgetted until or unless comp rooms, equipment loans, and donations allow reductions.
· 12 months ahead:  WOW editors (& other staffers, if identified) participate in or observe WOW production at previous year’s conference.
· 1-12 months ahead:  Recruit WOW staff (responsibility may be WOW Editors’ or shared with other conference keys, e.g., Local Arrangements Chair):
· 8 or more total staff recommended, 10 or more if several only serve part-time --  some may perform 2 roles, among the following necessary roles:  

· Editor or Co-Editors (should already have been appointed)

· Production editor & assistant 

· several reporters

· 2 copy-readers

· photographer(s) (digital camera)

· NOTE:  Some past years’ editors and staffers are eager to work WOW again, in case editors have trouble recruiting.  Or, they may provide names to recruit.
· NOTE:  Many volunteers will be unable to work all newsletter days.  Accept this and develop a staffing schedule accordingly.

· NOTE:  Having some students on the WOW staff adds variety.  Usually there is a separately organized group of Student Volunteers to assist with onsite Local Arrangements duties and in all-around logistics.  If that group is large, you may be able to recruit some of them onto the WOW staff in lieu of normal student-volunteer duties; check with the organizer of the student volunteers.

· Having at least 1 or 2 locals is strongly advised.

· Key staffers (not all) & student staffers should get comp conference registration.

3. 1-3 months ahead:  Finalize or reconfirm arrangements for 

· WOW work space

· equipment, including suppliers (printer toner, printer paper, lots of floppy disks, storyboard sheets, red pens, stickies, etc.)

· printing/copying (Kinko’s or equivalent preferred, 24-hour access required)

· plan for filling & reloading refrig and providing other snacks, etc. 

· lodging availability with Local Arrangements or other conference official  

· reconfirm WOW staff members and which of them gets free lodging and/or registration

· confirm with Registration that selected staffers receive comp registrations  

· tell/remind WOW staffers to bring digital cameras & laptops if they have them.

· Communicate this information (esp. where is the WOW workspace) to WOW staff as needed.  

· 2-10 weeks ahead:  Editors should initiate production & content work.   Perusing previous years’ issues is an excellent way to get form & content ideas, (not that the new staff should introduce innovations).
· design masthead (see past years’ issues for inspiration)

· determine general layout of newsletter (see past years’, generally 3 columns…), at least tentatively pending Production Editor’s preferences

· select and, if necessary, acquire publishing tool (Word, Publisher, etc.) and have it installed on PCs to be put in WOW work space

· interview key conference organizers & keynoters & known honorees via email (give them a list of questions to answer) and draft articles based on these.  (Note that some people will be less responsive than others, and repeated follow-up may be needed)

· assign locals to write up local history, local color, short guides to restaurants & attractions, etc.

· assign locals & others to start gathering digital photos & graphics usable in WOW (websites are great places to download photos & graphics from)

· specify contents of each issue as far as is possible & practical

· study conference schedule for ideas about what to report

· (NOTE:  Theoretically, the vast majority of all issues could be written ahead, before coming on site, and would reduce risk and shorten work hours significantly to the extent the pre-writing gets done.)

· 3-4 days before conference (~Sat.):  WOW editors  & production editor should arrive, preferably rest of staff too, to set up and check out equipment, tools, and procedures; and start work.  (This assumes there are 2 or 3 tutorial and/or workshop days before conference opening day, and that a pre-conference issue on at least one of those days makes sense; otherwise, arrival 1-2 days ahead will suffice.)

4. 2-3 days before conference (~Sun.):  If a pre-conference issue is planned for conferences with tutorial and/or workshop days before the formal conference (called “Issue 0” at ICSE starting in 1999) for restaurant listings, entertainment pointers, postings of any open meetings pre-conference, etc., the issue is developed and assembled.  The general development model for each issue: is

· key content decisions and writing assignments are made by the editor(s) the evening 1.5 days before date of issue (Storyboarding…)

· gathering of input materials occurs during the day before the issue, by taking notes at sessions, conducting interviews, taking photos on digital cameras, etc.

· optional mid-day replan meeting to see if some planned materials are not materializing or if new opportunities have arisen to write up

· articles, etc. are finalized by reporters and assembled into a finalized newsletter by the production editor(s) as early as possible the evening before

5. copy-reading and editting occurs immediately afterwards, if not almost simultaneously

6. order pizza or something else for delivery at mid-evening
7. (Editors may be planning the issue  1.5 days off while rest of staff is performing the above 3 steps.)

8. Overnight, 1.5 or 2.5 days before conference (Sun. or Mon. night):  If a pre-conference issue is being done, it is copied/printed overnight at Kinko’s or wherever. 

9. Morning 1 or 2 days ahead (tutorial days, Mon. or Tues.):  Distribute WOW Issue 0 to all arrivals on site.

· It is traditional to use student volunteers as “newspaper boys” hawking the issue as attendees arrive for morning sessions.

· It is traditional to also generate a PDF version of each newsletter and upload it to the conference or SIG website on a daily basis

10. Repeat steps 8-10 for Issues 1-3 (distributed Wed/Thu/Fri):  Reporting & assembling newsletter, copying, distribution -- starting the day before the conference (for Issue 1 to be ready on first day of the conference) and concluding with distribution the last morning of the conference.  

· It is nice to obtain display racks and make past days’ issues available for those who arrive after tutorial/workshop days or even after the first day of the conference.

· Last day of conference:  

· archive files on zip drives

· copies to editors & others interested, + Conf. or SIG webmaster/archivist

· return borrowed equipment

· clear workspace, etc. (check out of work-space room on time)

· post-mortem/transition experiences to following year’s editors 

· update this guide, and pass it to ICSE SC & next editors

· Sleep!
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