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Local Organizing Committee (LOC) instructions for the CAP conference 14-17 June (version 2).


This document is written for:

· Britt

· Lars

· Martin

· Lars Holm

· Teis

· Kaspar

· Ian

· Michael Naumann 

· Bob

· Rudi

Look for your name in the following. We hope for your understanding and assistance with these arrangements. Please keep track of events in your own calendars. It’s going to be hectic, especially for Lars Holm, Teis and Kaspar as you guys have exhibitions to run, crowd control and also technical issues to solve (test talks, move beamers around). 
Internal communication

As this conference is 

a) really large, 

b) involves some extensive infrastructure 

c) has not been planned as meticulously as one could have hoped for (!)

there will be a need to make a great deal of last minute preparations/decisions. We should all bring cellular phones and in advance code in the following numbers, so that we can get in contact with each other. 

Note that the ESO building walls are rather thick concrete so reception can be difficult. Don’t forget to charge your phones…
· Lars: +49 173 38 72 621

· Britt: +49 178-4733695
· Lars Holm: +45 22 15 51 80
· Kaspar: +45 40 92 58 66
· Teis: ++45 29 27 04 29
· Martin K.: +49 172 981 78 10
· Ian: +44 79 19 39 86 10
· Michael Naumann: +49 160 7539685.

Registrations
Registration matters are nearly completed. The conference was very popular and we will use every seat.



Due to cancellations we have room for all on the waiting list, and will allow a maximum of 115 participants. Of these 17 are either LOC or ESO staff and will not attend 100% of the time (or can stand - at your own discretion). There are 98 seats in the Auditorium and 10 in the Gallery.
 

Crowd control
A slide will be shown at time of entry: "Please move towards the centre".

There are four entrance doors (3 down, 1 in the Gallery). All need to be manned when talks start after breaks etc. We need to check people's badges. Local unregistered ESO people can have access at the end of the 'admission time', if there are any standing spaces left. I will give a sign when this can be done (just before starting talks).

The doors are manned with:
1. Gallery: Teis
2. Main entrance: Lars Holm.
3. Entrance right of main: Kaspar
4. Entrance left of main: Martin K.


Britt will print a list of participants in case of doubt. Be a bit courteous and use your own judgement.

PCs
3 guest PC terminals with Internet access are available in the Council room.
We ask participants to bring their own wireless cards.

1 master PC (for main screen projection with a beamer) + 6  training PCs with software will be set up in 231 and 232 each.

PC Requirements:

· Windows

· Internet access

· Adobe Photoshop CS2 (you have CD)
· Adobe AfterEffects 6.5 Production Bundle (you have CD, otherwise we have a copy)
· Adobe Encore 1.5.1 (we have DVD)
· Adobe Premiere Pro 1.5 (we have CD)
· CinemaCraft Mpeg Encoder (we have demo CD)

· FITS Liberator v1.01
· FITS Liberator v2.0 beta 3



Posters 
We need at least 20 poster panels to be set up in the Council room for ~35 posters, notice boards etc.

Exhibitions/Hands-on stands
1. Sky-skan: Fulldome digital projection in planetaria: 6 metre dome in the council room. Glenn Smith, Sky-Skan
2. FITS Lib. v2 Beta. Lars Holm Nielsen, Kaspar K. Nielsen, Teis Johansen & Lars Lindberg Christensen (ESA/ESO), beamer
3. The Faulkes Telescope Project: Paul Rochel, Beamer
4. The ESA Hubble 15th Anniversary Project: Lars Lindberg Christensen & Martin Kornmesser (ESA/ESO), beamer + PC + DVD?
5. stefano_giovanardi@yahoo.it: monitor or beamer (own DVD player)

Martin K., Kasper, Teis and Lars Holm are expected to man the exhibition stands in all coffee breaks and answer questions. NOTE: There are limited numbers of beamers so two beamers need to be moved from the exhibition area to 231/232 every day either at 12:30 (for lunch meetings, check with organiser) or at 15:45.

Coffee
Will be partly just outside the council room, partly just inside to the left (or right).

Signs
Britt will arrange for signs in the various parts of the building. Martin will assist if more are needed.

Meeting rooms
231 and 232 will be set up as meeting/seminar rooms for ~25 people. Unidirectional seating with tables for PCs.

Lunch meetings
We will offer participants to use 231 and 232, capacity ~25, for extra lunch meetings. These can be either 'public' or 'by invitation only'. People will arrange themselves. We (Britt) can order sandwich lunch for them if needed on a case-by-case basis. We can probably sponsor these.

So far we the following meetings:
Tue 15.06 12:45 Fits Liberator working group, Lars Lindberg Christensen
Wed 15.06 12:45 IAU Year of Astronomy 2009. Franco Pacini 
Thur, 16.06 12:45 Concepts and ideas for alternative experiments. Josef Hron.
Thur, 16.06 12:45 Virtual Repository/Outreach metadata, Lars Lindberg Christensen

These should be announced on the web page (Britt, Lars) with email address of organizer.

Guide tour of ESO

TUESDAY, 14 JUNE 2005 17:30-19:00
Groups (guides only perform crowd control and time taking):

1. Claus

2. Lars Holm

3. Teis

4. Kaspar

5. Martin

6. NN

7. NN

8. NN

Groups are 14 people each + 1 guide. Please walk your route in advance and check that doors are open etc. Tell your crowd that time is limited and that they should follow you closely.

Stations

1. ESO/ST-ECF Archive Room, NN

· 1: 17:40

· 2: 17:50

· 3: 18:00
· 4: 18:10

· 5: 18:20

· 6: 18:30

· 7: 18:40

· 8: 18:50

2. ESO  PAD digital imaging, Hennes

· 8: 17:40

· 1: 17:50

· 2: 18:00

· 3: 18:10

· 4: 18:20

· 5: 18:30

· 6: 18:40

· 7: 18:50

3. ESO PAD graphics, Ed

· 7: 17:40

· 8: 17:50

· 1: 18:00

· 2: 18:10

· 3: 18:20

· 4: 18:30

· 5: 18:40

· 6: 18:50

4. HEIC, Lars

· 6: 17:40

· 7: 17:50

· 8: 18:00

· 1: 18:10

· 2: 18:20

· 3: 18:30

· 4: 18:40

· 5: 18:50

5. ESO PAD video, Herbert

· 5: 17:40

· 6: 17:50

· 7: 18:00

· 8: 18:10

· 1: 18:20

· 2: 18:30

· 3: 18:40

· 4: 18:50

6. Integration Lab, NN

· 4: 17:40

· 5: 17:50

· 6: 18:00

· 7: 18:10

· 8: 18:20

· 1: 18:30

· 2: 18:40

· 3: 18:50

7. Optical Lab, NN

· 3: 17:40

· 4: 17:50

· 5: 18:00

· 6: 18:10

· 7: 18:20

· 8: 18:30

· 1: 18:40

· 2: 18:50


Welcome reception
Will be held Tuesday 15.06 after the tour (~18:50-19:00).
Some finger food (quiches etc) and wine, beer, soft drinks will be supplied. 
Busses will drive back at 19:30 and 20:30.

Busses
Busses will depart from the hotels in the morning and drive back to the hotels in the evening.
It will stop at the Maibaum in Garching. After 15 minutes break it will continue to Garching-Hochbrueck U-Bahn for those who want to experience Munich.
There will also be busses for the dinner.
Schedules and other practical matters will soon come online.

Talks
Participants will be asked to bring their talks on memory stick/CD-roms, or even on private laptops. They will arrive in the auditorium in the morning to test this. Lars Holm/Kasper/Teis + Helpdesk if necessary will help them.
In general Lars Holm/Kasper/Teis will be available to help (especially every morning).

Social events
Lars + the FITS Liberator Task Force + local beer expert Jonas Haase will conduct a free "Beergarten Expedition" Thursday 16.06 to the Augustinerkeller: http://www.augustinerkeller.de/ Transport with the U-bahn. Meeting point: Garching Maibaum at 18:15. Bring your tickets for the public transportation system. Home transport will be either: 

· In a group leaving 22:30, arr. at Hockbrueck 23:30 where the conference bus will pick us up and take us to the Maibaum. 

· Or individually with U-bahn to station Garching Hochbrueck where: 

· the normal Bus can take you to the Maibaum, or 

· take a fresh 10 min walk to the hotel, 

· Or take a taxi from Munich ~30 Euro. 

NOTE: Excessive beer drinking can cause the occurrence of inexplicable phenomena as well as strange behaviour among the participants. The organisers are not responsible for any side effects or damages. The following topics will be covered on the tour: 

· What makes the German beer so special? Jonas

· History of the Biergaerten, Teis


· Biergarten symbols and rituals, Holm

· The Biergarten food, Kaspar
Meeting point: Garching Maibaum at 18:15. Bring your tickets for the public transportation system. Home transport will be either: 

· In a group leaving 22:30, arr. at Hockbrueck 23:30 where the conference bus will pick us up and take us to the Maibaum. 

· Or individually with U-bahn to station Garching Hochbrueck where: 

· the normal Bus can take you to the Maibaum, or 

· take a fresh 10 min walk to the hotel, 

· Or take a taxi from Munich ~30 Euro. 

Conference dinner will be Wednesday. 
Place: Restaurant Pegasus in Deutsche Museum's Flugwerft Schleißheim. 
Schedule

LOC leaves ESO with Lars
17:45 (remember hardware)

LOC setup


18:00-18:50

Busses leave Maibaum
18:30
Arr. Flugwerft Schleißheim 
18:50

Welcome cocktail + intro
19:00-19:15

Guided tours


19:15-20:15

Main course


20:15-21:30
Coffee, dessert


21:30-23:00

Busses leave


23:00




Webcasts
Michael Naumann is setting this up, possibly with the help of the TaskForce.

One of the FITS chaps should man the camera (make sure the timeout is disabled).

We need to advertise this as widely as possible. 

Folders
Britt will get Garching + Munich maps from the tourist office.
Monday 13.06 Task Force will help to pack conference folders. This includes marking areas of special interest (Hofbrauhaus, ESO etc. on every map).
Britt will get a schedule for U6 for the folders.
· Programme

· Participant’s list with e-mail addresses

· Garching map

· Munich map

· U6 schedule

· Conf. Bus schedule

· Night Sky magazine?

· ESO brochure

· Archive brochure

· CAP poster

· Practical info printout

· Train ticket photocopy with explanation

· Terry’s conference proceedings

Proceeedings

For this conference, two different 'historical records' will be made:

1. Web repository 

· PowerPoint presentations

· Web casts

2. Proceedings book published by ESO, editors Ian Robson and Lars Lindberg Christensen

Ad. 1: PowerPoint presentations are passed on to Lars Holm Nielsen before the end of the meeting. After the meeting to Lars Lindberg Christensen. 

Ad 2: Guidelines: All presenters (talks and posters) are invited to submit contributions to the proceeedings:

· Talks: Max. 10 pages

· Posters: Max. 2 pages

· Text format: Microsoft Word 

· Title

· Author(s)

· Abstract

· Main text with headlines as needed

· Conclusion/summary

· Low-res figures embedded in the text

· Figures numbered Fig. 1 etc.

· Figure captions placed in the text

· High-res figures (colour or greyscale) submitted separately, named e.g. author_fig_number. CMYK tiff or .eps/.ai formats preferred.

· Submission deadline: Friday 29 July 2005

· Submit to Ian Robson
