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Guidelines for Hosting an International Symposium on Ballistics

Opportunities & Obligations 

Proposal Preparation

Sell Your Ability to Host

Objective

Your objective as the host of an International Symposium on Ballistics is to create a forum where scientists, engineers, and other experts on ballistics can meet, publish their latest work, and present new theories and results for discussion.  The Symposium includes both poster and oral presentations and is an opportunity for attendees to exchange recent technological advances.  The symposia and published papers encompass the whole field of Ballistics.  The information that is presented includes unique and innovative experimental methods and results, new theories, analytical and numerical methods, modelling results, as well as practical ideas representing advancement in the state of the art.  

Schedule

If you wish to be considered for hosting an International Symposium on Ballistics (ISB) you must submit a proposal in writing to the International Ballistics Society (IBS).  Your proposal must be received by the society at least three months prior to the IBS Board Meeting at which the decision will be made.  Presently, venues are selected four and one-half (4½) years in advance.  Therefore, you should set your goal to have the proposal finished and submitted to the IBS approximately five years prior to the planned Symposium.  You should coordinate with the Symposium Committee.  You may contact them by email at: symposium@ballistics.org.
Qualifications

The main purpose of a Symposium is to encourage the exchange of information in the international ballistics community.  To help promote this exchange, the Symposium Chairmen and organizers of past symposia have been selected from active participants in the ballistics field.  It is the intention of the International Ballistics Society to continue in this tradition.  Contributions to prior ISB by your organization or organizations within your country will be a consideration for the selection of hosting a future ISB.  Thus, a brief summary of past contributions to the ballistics community should be included as part of your proposal.

Symposium Facilities

Your proposal should contain clear information regarding the planned facilities.  It is recommended that auditorium style facilities be used for the Symposium.  It has been our experience that the general purpose rooms or ballrooms available in hotels are not well suited to the large audiences and visual presentations being given.  Therefore, hotel meeting rooms should be considered only as a last resort.

It will assist the reviewers if the proposal includes photos of the facilities as well as rough floor plans that illustrate the layout of rooms that will be used for oral presentations, poster presentations, and coffee breaks.  The information should describe the size and floor space of the facility and its proximity to hotels and points of interest.  The proposal should indicate the number of attendees that can be handled in each session.

It is worth pointing out that Poster Presentations are a major part of this Symposium.  It is not unusual for one of the symposium awards to be given to a Poster Paper.  The high emphasis placed on posters requires that they be accessible throughout the Symposium.  It has sometimes been possible to locate coffee breaks or evening cocktails in the poster area to further facilitate the movement of attendees through the posters.  In recent years we have had over 150 poster presentations.  It is important to plan for adequate spacing.  As a practical matter, the IBC recommends that posters be located in clusters that permit easy movement.  They should not simply be lined up to create large aisles.  Your proposal should indicate the number of posters that you believe can reasonably be handled.

Hotel Facilities

Hotels should be recommended that provide a reasonable range of price, comfort, and ease of access.  In general, 3-star and 4-star hotels are suggested.  It has been our experience that blocking large numbers of hotel rooms at a high rate as a means to offset meeting room expenses does not work.  If hotels are deemed too expensive, individual attendees will seek out other accommodations on their own.  In the past this forced the Organizers to incur a meeting room expense that was unexpected.

Hotels should be located near major metropolitan areas or local attractions.  While the primary purpose is to have technical meetings, a significant number of attendees combine these meetings with vacation and may elect to bring their spouse.  The site selection will impact on the number of attendees.

Your proposal should indicate the number of attendees that the facility can accommodate.  It should indicate whether the attendees can reach the symposia site by walking or if some form of public transportation must be used, etc.

Exhibits

A number of exhibitors routinely attend the ISB. Exhibitors provide a good means to offset some of the costs and it is a valued part of the Symposium.  We often try to locate exhibitors in close proximity to the poster session to provide attendees with easy access to the exhibits.  Exhibitors should not have a “better” location or accommodation than the posters.

WE DO NOT ALLOW WEAPON OR OTHER DEFENCE OR SECURITY MATERIEL EXHIBITS.  The International Symposium on Ballistics is a forum for the exchange of physics and technology.  It is not a forum for selling weaponry.

Dates

The proposal should indicate specific dates or several possible sets of specific dates.  It is important to consider other symposia, conferences, or meetings that might conflict.  In particular, we have found it necessary to schedule the ISB in coordination with the Hypervelocity Impact Symposium (HVIS) and the Aeroballistics Range Association (ARA) Meetings.  Both of these meetings generally occur in the fall, although a few HVIS meetings have occurred at other times.  The American Physical Society (APS) Topical Meeting on Shock Physics occurs approximately every 24 months, and is typically held in late June, July, or early August.  APS meetings were held in 2003, 2005, 2007, etc.  It is also necessary to avoid major holidays, including religious holidays.  For the purposes of planning, and as examples, the Jerusalem 1995 Symposium occurred in mid May and the San Francisco 1996 Symposium occurred in late September.  The South Africa 1998 Symposium was held in late March; the San Antonio 1999 Symposium was held in mid November; the Interlaken 2001 Symposium took place in early May; and the Orlando 2002 Symposium was held at the end of September.  The approximate interval of 18 months (plus or minus a few months) can be considered to be constant.  

Your proposal should recommend dates for major events such as the last day to accept abstracts, the paper selection meeting (and site), the last day for receipt of papers, etc.

Costs

The cost will influence the number of attendees.  It is recommended that you review attendee costs for several preceding symposia.  If possible, costs should be kept within the range of prior symposia.  When this is not possible, cost escalation should be minimized - possibly associated with “cost of living” type increases.

Tours

The host should consider pre- and post- symposium tours.  Additionally, tours are generally arranged for accompanying persons during the Symposium.  We recommend inexpensive to moderately priced tours.  The cost of these tours is not included in the Symposium fees.

A major concern is the cancellation of planned tours at a late date.  Attendees often plan their travel many months in advance.  An accompanying person may be influenced to attend based on tours that are offered during the symposium.  Likewise, an attendee may plan to arrive early or leave late to participate in pre- and post- tours.  It is better to guarantee a moderate tour than to announce an expensive tour that gets cancelled.

Proceedings

Your planning must include the publication of proceedings that are to be available to attendees at the start of the Symposium.  Each attendee should receive a copy of the proceedings as part of the registration fee.  We generally provide some sort of bag for carrying printed proceedings and other materials that might be included at the time of registration.  

If printed proceedings are prepared, the proceedings should be published on high quality paper.  As of 2010, the Board of Directors has elected to not publish printed proceedings at the 26th ISB.  If printed proceeding are proposed, They should include a cover designed by the host - these often reflect something unique to the site or the host.  The proceedings should include a table of contents and be organized into natural groupings of the major areas of interest.  It is also necessary to include an author index.  A subject index is also helpful.

The proceedings should recognize the International Ballistics Society Board of Directors, the organizing committee, the paper selection committee, and other individuals as appropriate.  The proceedings can also include a list of past symposiums, sites, chairmen, and other information that may be of interest to attendees. This information is generally maintained on our web site.
The proceedings should include an addendum that contains the International Ballistics Society Constitution.  As all attendees become members of the society, this is a convenient method for ensuring that each member has a copy of the constitution.

It has been our policy to limit papers to 8 pages in length.  However, if paper proceedings are not being produced, this limit can be relaxed to allow for 10 or 12 pages per paper.
A CD, with papers in a pdf format, should be distributed to all attendees.  The copyright for the proceedings must be assigned to the International Ballistics Society.  Your proposal should reflect how you intend to publish (paper copy, CD, both) the proceedings.  

International Symposium on Ballistics in North America

The International Ballistics Committee and the National Defense Industrial Association (NDIA) have a symbiotic relationship for the conduct of the ISB when it is held in North America.  The NDIA has the responsibility to coordinate and plan these ISB.  The Ballistics Division of the NDIA provides the expertise and oversight for the NDIA.  
A flow diagram of the process for planning and conducting the ISB in North America is provided below.
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Symposium Preparation

Plan to Succeed

Call for Papers

It is recommended that the “First Announcement and Call for Papers” be distributed at the symposia just prior to the planned Symposium.  It is also recommended that you prepare a small exhibit to promote the planned Symposium.
The final call for papers should be sent at least three months prior to the due date for abstracts.   It shall include a description of the two different kinds of papers (peer-reviewed and non peer-reviewed) and details of their submission and the review process. Authors should be warned that failure to submit an abstract to the Organizers on time will prevent it from being considered on equal basis with other abstracts.  

The call for papers should include information regarding the site, hotels, costs, dates, etc. for the Symposium.

Web Site

The host organizations for the past several symposia have established a web site.  The web site is used to provide information concerning the symposium venue, the agenda, hotel information, registration forms and instructions, information on companion programs, maps, instructions for manuscript preparation, guidelines for oral and poster presentations, etc.  It is necessary, through e-mails, brochures/flyers, etc., to advertise the web site.  For the web site to be useful, information needs to be loaded onto the web site in a timely manner.
A special, closed part of the website should be created to enable the abstract review process before the paper selection meeting.  The web site can also be used for uploading final manuscripts, copyright forms, etc.

Symposium Logo

A distinctive logo has been developed for virtually all the recent ISB.  The logo generally encompasses something about the local culture integrated with a ballistic theme.  The logo is then used on announcements, the web site, proceedings, etc.
In addition to the distinctive logo for the symposium, the International Ballistics Society logo should be included on all publications.
Paper Selection Meeting

This is a key event in the preparation of the Symposium.  At the start of the Paper Selection Meeting, the Symposium Organizers should indicate their tentative plan for the Symposium.  The plan presentation should include graphics depicting poster layout, exhibitor locations, coffee break locations, organization of each day, etc.  It is suggested that this material be printed and handed out to each participant at the Paper Selection Meeting.
A key point is to analyze the abstracts prior to the paper selection.  The papers should be sorted into major categories such as:

· Interior Ballistics

· Launch Dynamics

· Exterior Ballistics

· Explosion Mechanics

· Terminal Ballistics & Impact Physics
· Vulnerability Modeling 

Additional categories can be recommended, but are subject to approval by the International Ballistics Society Board of Directors.  You should provide a count of the number of abstracts by category.  Then, based on your plan for the symposium, you should indicate the number of oral and poster papers that can be accepted.  This would include a recommended number of papers to accept in each category.  There should be sessions reserved for viewing of posters; such sessions may be concurrent with oral sessions on other topics.

Prior to the Paper Selection, abstracts should be made available to the participants at a website, so they can be downloaded and reviewed before the meeting.

You should provide electronic copies of the abstracts or, if available, complete papers within a given category to each reviewer.  For the large categories such as Terminal Ballistics it may be possible to devise a plan for breaking into two or more groups of reviewers.  Each group should have a recommended number to select and could meet to decide jointly on questionable papers.

Reviewers should not be a party to the evaluation and selection of papers they have authored or co-authored.  In addition, reviewers should refrain from discussing or clarifying aspects of abstracts from their organizations.  Abstracts should stand on their own merits, and not be supplemented by additional information by reviewers because of knowledge of the author(s) and/or organizations.  This is important so that the criteria for abstract selection are uniformly applied by the various subgroups.  

Although in general, abstract selection should be done independent of authors and organization, it has been noted that some countries are more prone than others to submit abstracts (and perhaps papers), but then not attend the conference.  No shows have a very adverse effect on the Symposium, upsetting assumptions in the planning process, including costs.  Therefore, reviewers are expected to use, judicially, past history in their deliberations.  (Also see the section Paper Publication Fee.)

Abstracts shall be numbered.  A common technique is to use IB1, IB2, to represent papers in the Interior Ballistic category.  Similar schemes are then used for the other categories (i.e., IB, LD, EB, EM, TB, VM).  Pre-printed evaluation sheets can be provided at that website for the reviewers.  The sheets may include the identifying number, lead author’s name, and columns to mark a ranking on technical value, originality, poster/oral, etc.

Recommend a common ranking process to the paper selection committee and appoint a chairman for each of the evaluation groups.  The chairman of each group will be responsible for reporting the decisions to the overall group.  The group should turn in any information that can be used by the Organizers to indicate to an author why his/her paper was not selected.  For example, there may have been insufficient information or numerous typographical errors.  The abstract is considered representative of the quality of the finished paper.  It must be well-written.

With proper planning, the paper selection process can be conducted in about two days with time for an IBS Board of Directors meeting and a visit to the Symposium site (when appropriate).

It is customary for the Organizers to host lunches and at least one dinner during the Paper Selection Meeting.  The cost is expected to be recouped from the registration fee for the Symposium.  Paper selection and IBS Board Members receive no other compensation for their time or expenses.

Notification of Authors
Authors should be notified as soon as possible after the abstract review concerning the status of their abstract, i.e., accepted/rejected; oral or poster.  If rejected, information compiled during the abstract review should be provided on why the abstract was rejected.  

The acceptance notification should also include an invitation to visit your country and attend the Symposium.  The letter should make clear, however, that the presenter is responsible for ALL of their own expenses, including registration fees, accommodations, food, etc.

Paper Preparation

Authors should be given guidance regarding the format, font style and size, page limit, etc.  It has been our policy to limit each paper to 8 pages.  Including an excerpt from an example paper, which can be used by authors as a template, is very useful and should be provided to the authors.  Authors should be able to download this template from the website.  If the acceptance letter is sent by email, then the template and instructions should be provided as attachments.

Authors should be given a final date to submit their finished papers.  This date should be approximately 3 months prior to the Symposium.  The specified date should be at least several weeks prior to the actual “drop dead” date necessary to publish the proceedings.  It is quite common for authors to procrastinate and many of the papers will arrive just before and after the specified date.  Plan to send a reminder to the authors at least one month prior to the specified date.  The reminder should include a brief summary of the format information since it is relatively common for authors to misplace their instructions, but not ask for another copy.
Information concerning delivery of the paper should be very specific.  Typically, papers are submitted in electronic format (such as Microsoft Word), and then converted to a pdf format by the Organizers for generation of the proceedings.

Remind authors to fill out forms for the Young Author Award if they qualify.  There may be forms associated with other awards as well.  All of the forms should be included in the paper acceptance letter sent to the author.

Paper Publication Fee

No shows have been a problem at some symposia.  Further, some no shows were still having their paper published in the proceedings.  It is difficult to anticipate all “no shows” in advance (since sometimes there are legitimate reasons for cancelling); however, it was decided that the Symposium was not to be a forum for paper publication at no cost to someone who did not attend.  Therefore, a paper publication fee has been instituted (currently, this fee is $250 US), and is due with submittal of the manuscript to the Symposium Organizers.  Authors receive full credit for their paper publication fee towards their registration fee when they register.  (It is noted that some authors, in lieu of making two payments, submit their full registration fee at the time they submit their manuscripts.)

Session Chairmen

At the Paper Selection Meeting, session chairpersons should be nominated.  The Symposium Organizers should then contact these individuals.  The general policy is to have two chairpersons for each session. The final selection is the responsibility of the Symposium Organizers. 

Invitations to serve as session chairpersons should be sent as early as possible.  For various reasons it may be necessary for an invited chairperson to decline.  You need to have sufficient time to select an alternate. 

Session chairpersons should receive instructions concerning what is expected of them.  For example, they will need to review papers in their session as well as some of the poster papers in order to nominate a paper for an award.

At least one month prior to the Symposium, chairpersons need to receive copies of the papers they are being asked to review.  They chairpersons will submit nominations of papers for further consideration of an award, or else inform the Organizers if no paper warrants consideration (this lets the Organizers know that the papers were actually reviewed).

Preliminary and Final Agenda

A preliminary agenda should be published that indicates all of the papers scheduled for oral or poster presentation.  For many individuals, this information is necessary before receiving authorization to attend.  Therefore, the preliminary agenda should be made available as soon as possible following the Paper Selection Meeting.
Traditionally, concurrent oral sessions are not conducted.  However, a Terminal Ballistics (TB) and Explosion Mechanics (EM) Poster session(s) is typically scheduled during Interior, Launch, and Exterior Ballistic oral sessions; and similarly, a IB/LB/EB Poster Session is scheduled during TB and EM oral presentations.  During these designated Poster Sessions, authors should be standing near their posters to permit interaction and technical discussions with Symposium attendees.

A final agenda should be provided to each attendee at the start of the Symposium.

Registration Fees

A single fee is recommended.  If a reduced fee for Government employees is offered, it must be offered to Government employees of all participating countries.

The Organizers can reduce the fee for “local” participants based on reduced benefits such as not attending lunches, the gala dinner, no proceedings, etc.  The general guideline is that costs associated with attending the Symposium should not be subsidized by other attendees.

Presentation Information
Ask authors to submit a brief resume that can be used by the session chairman. 
Oral presenters should receive information regarding the size of fonts to use on visuals.  They should also receive information that indicates how the materials will be handled.  The author should be asked if he/she has any specific requirements such as a video or computer presentation.  

Poster presenters should receive information on the size of the poster board and the preferred method for attaching the poster to the board.  Provide authors with an address and phone number that they can use with for shipping their paper by a freight carrier.
Set-up

Registration and exhibitor and poster set-up will take place the day prior to the first technical session.  This usually starts in the early afternoon.  This is normally followed by an early evening social gathering (hosted) that generally includes cocktails and heavy hors d’oeuvres.

An IBC meeting prior to the opening of the Symposium is generally planned during the registration period.  The Symposium Organizers should arrange for a room of suitable size.  

Attendees should receive their proceedings when they register.  They should also pick up badges that include their name and may also include a ribbon to indicate that they are a chairman, speaker, or Paper Selection Committee member.  All speakers should be provided a form to complete with personal data to be used for the chairpersons introduction of the speaker.  This form must be submitted, preferably at the outset of the Symposium, but at least at lunch-time on the day before the presentation is due.
Session chairmen and speakers should receive invitations to meet for a light breakfast on the days they are presenting.  

Symposium Physical Security

The Organizers need to plan and implement physical security measures for the conduct of the Symposium.  There have been demonstrators at past symposia (so far, all have been peaceful).  Security measures should ensure that only registered and/or authorized personnel have access to the meeting facilities.  Additionally, the Organizers need to ensure the physical safety of participants at the meeting and in the general vicinity of the meeting.  In the past, security measures have included name tags and guards.

Opening

The President of the International Ballistics Society should conduct the opening and closing procedures of the Symposium.  The opening provides the Society an opportunity to introduce the Chairmen of the Symposium who will then conduct the symposia.  The closing provides an opportunity for the Society to express its appreciation.
Daily

It is suggested that each morning speakers and chairmen for that day meet for a light breakfast that is hosted by the Symposium.  This provides an opportunity for the Session Chairs to meet the presenters prior to their session.  They should also identify any last minute requirements that the speakers might have and try to accommodate them.

Coffee, tea, juice, and rolls are customary for the attendees starting about one hour before the meeting.  It is generally desirable to have coffee and tea available throughout the morning rather than at specific breaks.  

The opening of the symposia each day will be conducted by the Chairman of the Symposium who will give an update of necessary information and introduce the session chairmen.  The meeting will then be turned over to the first set of session chairmen.  

Lunch is generally planned to take place very near (walking distance) the technical meeting.  Lunches at previous meetings have ranged from simple box lunches to fairly elaborate meals that included an assortment of wines.  The choice should be based on customs for the site and the budget.

Posters and exhibits should be available throughout the day.  

Award committees will meet as necessary during the meeting to select the various award recipients.  The Organizers should arrange suitable meeting places.

The meeting should be closed each day by the Symposium Chairman.

Award Presentations

The Chairman of the Symposium should invite the various award presenters to address the symposium.  The Organizers should arrange for a photographer.

The current awards include:

· The Louis and Edith Zernow Award

· Neil Griffiths Memorial Award

· Pei and Rosalind Chou Young Author Award
· SABO Award (South Africa Ballistics Organization)
· Best Oral Paper Award (to be arranged by the local organizers) (optional)
· Best Poster Paper Award (to be arranged by the local organizers) (optional)
The procedures for establishing award committees and specifying selection criteria must be coordinated with International Ballistics Society Board of Directors.

Closing

On the last day of the meeting the Organizers should make a list of attendees available to everyone.  If this is not possible it should be compiled and sent out after the symposium, preferably by e-mail.
The Chairman of the Symposium will give closing remarks following the award presentations.  This should include any acknowledgements to authors, session chairmen, and local organizers.   

The President of the International Ballistics Society should then be invited to officially close the Symposium.   This should include acknowledgements to authors, session chairmen, local organizers, as well as the Symposium Chairman, Co-Chairman, and local host.
No Shows

The Symposium Organizers should provide the International Ballistics Society Secretary with a list of unexcused no-shows.  These individuals will be asked to pay the full registration fee at the time their paper is received at the next Symposium.  

IBC Meeting after the Symposia

Following the ISB, the International Ballistics Society Board of Directors, the Symposium Chairmen, and invited participants  normally meets to critique the finished meeting, conduct other Society business, and then adjourn to dinner.  The cost of the dinner for Society members and their accompanying persons will be paid by those participating in the dinner.
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