Notes about conventions

Questions to consider when making decisions:

? How many expected attendees? (10-50, 50-100, 75-200, 200-500, or whatever.) This will strongly affect what arrangements might work, and what would probably be an incoherent mess.

? How many "event" timeslots? 6 per day for two days? Or 2x6 per day? (Two events in different places for each timeslot?) 2x6 plus 4 longer events that overlap those? Or is it a one-day thing? (I know you don't have all this sorted out yet. But you might have vague ideas, and knowing how many time/space slots you have *available* or intend to fill will help fill them.)

? Will you have support staff? Will someone else have the tasks of handing out reg packets (if any), registering people, informing attendees about presenters who did not show up (or who will be late), and so on? (In SF cons, these people are "gofers.") 

? Who are your expected attendees? Mostly UCB students? Mostly non-student local conlangers? Many non-local conlangers? Mostly people working on their PhD's in semiotics, linguistics, or cogsci? Is it focused on people who make conlangs or people who use conlangs, or split between them?

Physical things you need:

A reg/info table (this could be one thing or two. If you have over 100 people who are paying to register, you want it to be split.)

A person at the reg/info table, whose presence radiates "ask me anything." (If you don't have one of these, whoever looks most coherent among the people near the reg area will get bombarded with questions. This may not be a bad thing, but it is certainly a *chaotic* thing, and I work on the premise that Eris doesn't need my help.)

A copy of the schedule and map that stays at the info table. Preferably by being taped down; otherwise, it tends to walk.

A dry-erase or chalkboard for posting announcements on. (Like, "The Panel on Non-Human Phonemics will be in Room 301, not 310." Or "Dr. Smith's talk has been moved to 4 pm; History of Esperanto has been cancelled.") 

A clock, watch, or other timekeeping device. (Most people have cellphones for this, these days. There should still be something on hand at the "running things" desk.)

Optional, but still useful:

A feedback box at the reg area, possibly with a form attached. (What did you attend, what did you like best/least, what didn't you like, etc.) Possibly a "sign up for spam interesting info" form. 

A "flyer table" (not sure what the academic version is called): a place where people can drop off ads for upcoming events, related clubs or social groups, publications that seek entries that conlangers might write, and so on. This may or may not include a bulletin board for personal info exchange. This works best when uncensored except for legal purposes: if someone wants to advertise their D&D game on it, or their mehndi artwork with Sanskrit lettering, let 'em. If there are lots of flyers, theirs will get covered up if people aren't interested. If there are only a few, it doesn't matter.  

So this table doesn't start empty, somebody should pester local stores & such for ads: find out if Moe's or Cody's has discount coupons (or if they'll allow them special for the con—"15% off a $50+ purchase of language books" or something like that. If they do this, it should go in the reg packet.) Find out if any upcoming local bookstore events seem relevant to conlanging, and ask if they'll give a stack of flyers. (How many depends on how many attendees you expect.)

Club/Org/Fan/Promo/etc. tables

You've asked about this in the emails that went out; if you get any replies, you have to figure out where you're putting those tables. (Not near reg. At least, not close enough to reg that anyone could remotely think the club/org tables are "where I should go to ask questions.")

Places for people to congregate

This is hard to describe. Chairs or benches, tables (even tiny end tables) if possible, preferably not "out in the open" and yet not so far from the "main area" (whatever that will be) that people feel they're missing something if they're hanging out. If you can't arrange several small areas (might not be possible with the logistics), maybe a room or two with chairs arranged in a couple of small circles, where people are encouraged to go to talk. Reference books on hand would also be useful, but might not be a practical thing. 

Big sci-fi cons sometimes have a library room where people can go read & relax when they're not attending events. The only reason small SF cons don't have this is lack of space—hotel space costs too much to devote a room to nonscheduled hangouts; people who want to chat or relax just stay in the public areas of the hotel. The conlang equiv would be a room with lots of different dictionaries and some reference works on linguistics, I think. It might be too risky to offer unsupervised access to valuable books, but you can probably arrange a "hangout and talk and compare notes" room.

Extra supplies:

Pens (can you get UCB-LCS pens made? Prob. not, but it's an idea), scrap paper (the flyer table often doubles as scrap paper source), access to drinks (water, soda machines). Signs on doors indicating what events will be in those rooms are a good idea, too. Name tags/badges are standard but not actually required; so are name signs for presenters (the size of half a sheet of paper, folded in half longways, for them to put on a table or podium at their presentation(s)).

Reg Packets should include
2 schedules: one detailed, with bios of presenters and long(ish) descriptions of events; one brief, on a single sheet of paper with a grid with event titles listed by time & place.

2 maps: One of the conference (including where bathrooms are located, even if they're nowhere nearby—and even if they are absolutely obvious in plain view from the reg desk), one of the local area (a few blocks) showing (1) ATM locations, (2) Food locations, (3) anything else you think is interesting to out-of-town attendees. Since this is on a weekend in spring, a few comments about the street vendors might be useful. (If the great majority of the attendees are locals, you can skip this map. But you still need the one of the conference itself, unless you want to either appoint a full-time person to give directions, or have a great many unhappy attendees who gave up because they couldn't find anything.)

Other Nifty Conlang Stuff. This includes advertisements ("join/support UCB_LCS"), a "what is conlanging" page, either for beginners or for attendees to hand their roommates when they go home, maybe the IPA chart & babel text, and whatever else you have inclination & funds to include. 

At a minimum, the "reg packet" could be a few pages stapled together (plus the single-page schedule), or it could be a thick booklet & several ads & promos stuffed into a 9x12" envelope.  Reg packets usually get stuffed into a backpack, looked at briefly in the evening, and then forgotten about until months after the conference is over. However, they remind people of what they liked & what they missed; the niftier the reg packet, the more likely you are to have people either come to next year's thing (if any), or join the LCS or the online conlang sites. Reg packets are "advertising," not "admin/support." The single-page schedule is "support." 

If people offer to give you stuff for reg packets, and it's remotely on-topic, I suggest you accept. (Hell, write to Paramount & the LotR people and tell 'em you're running a conlang conference and would like any promo materials they've got in or about Klingon & Elvish. If they give you stuff, cool. At worst, they say no.)

Event scheduling

If you have a single track, the only scheduling is based on presenter requests and your sense of aesthetics.  For single-track programming, simple/beginner topics should be earlier and more complex ones later.

If you have two or more events going on at the same time, you have to try to juggle 

· Presenter time requests

· Presenter wishes to attend other events, and

· Attendee wishes to attend all events of interest to them (--for SF cons, this translates to "don't schedule the Bab5 panel opposite the Trek panel." --for Pagan ones, it's "don't put Tarot opposite Runes; too many people are interested in both."), and

· The issue of beginner things first and more advanced stuff later, if that's relevant. 

You cannot have "too many events."* You can have more events than you have space for, or more people who want to run presentations than you have time for, or more events than you have admin skill to manage… but you can't have too many things scheduled for a successful, happy conference. If you can get space for 6 simultaneous events for two days running, take it. Figure out how to fill it later. If half of it winds up being "open discussion for nonhumanoid alien conlangs; no moderator, just show up & share what you've got," that'll be fine. 

Tech issues with events: 

Presenters should be asked if they want/need techie stuff. This includes, but is not limited to:

· Extension cords

· On-screen projector

· VCR/DVD player

· Sound equipment: microphone, speakers, boombox/cassette player or recorder

· Special lighting

· A computer

Non-electric stuff that presenters may want:

· Extra tables

· No tables in room

· Blank paper & pens, possibly in multiple colors. (Asking for "some red pens and some blue pens" is reasonable. Asking for a  rainbow is not.)

· Chalk & erasers (most rooms have this, I suppose. You should check in the morning to make sure no rooms are entirely out of chalk.)

(Do not be surprised if one of your panelists shows up at 11 am Saturday and says "my talk starts in 15 minutes. This is a university; you've got a microfiche reader here, right?" Do not be surprised if this person gets angry and storms out of the conference when you point out that, while you had access to almost any standard university equipment a week ago, right now it's Saturday and that office is closed. I don't think this is likely… but it wouldn't be shocking.)

Handouts-- Will the conference cover the cost of printing/copying handouts if the presenters want to give them out? (This can probably be considered on a case-by-case basis, if it matters at all.)

Event Types

The obvious ones are 

· Panel, 

· Single-person presentation, 

· Workshop (you may not have any of these)

· Round-table discussion, and

· Entertainment event. (May not have this, either. But if you can find a group that does Shakespeare in Klingon, it might be worth scheduling.) 

BayCon is almost entirely panels and a few entertainment events; PantheaCon is single-person presentations, workshops & entertainments. Both have open discussion groups that are relatively unmonitored. (They announce a topic and a room. This has bitten BayCon a few times, when they drastically underestimated the interest in a topic.)

Panels are difficult to schedule; if you don't know the presenters *well*, you don't know if one of them will dominate the discussion entirely, or if they will all go off on some tangent that bores the audience entirely. BayCon appoints a "moderator" to each panel: someone is assigned the task of keeping it on topic and making sure all panelists get to speak. (This is done by volunteer—people say whether they're willing to moderate when they sign up. This means occasionally a moderator gets assigned to a topic they have little direct connection to.) 

Panels are great when they go well, and awful when they don't. They're also less directly informative than single-person presentations. Because of this, the standard of proficiency is lower than for presentations… a person needs to be able to form a few coherent, interesting thoughts on a subject to be a good panelist; s/he doesn’t need to be an expert in the field.

*Good* panels always want more time than they've got. They catch peoples' interest more than presentations (unless the presentation is spot-on for that person), and they lead to people wanting to discuss some aspects in more depth.

* Personal opinion. I'm sure some people disagree. But I've heard lots of convention feedback & complaints, and nobody ever complains that less topics should be available. Sometimes they insist that a con should only offer topics they can fill with entertaining people, but that's a different issue. Sometimes they complain that Topic X is irrelevant… but again, different issue.





