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PROGRAM CHAIR RESPONSIBILITIES

By Robert M. Timm and Robert H. Schmidt

Announcements/Programs

The Announcement/Call for Papers was printed and distributed in late fall, 1990 (Appendix A).

Summaries of papers seeking inclusion in the Conference were due to be submitted to the

Program Chairs by March 1, 1991.

The Preliminary Program booklet was printed and distributed in early October 1991 (Appendix

B).
It contained a listing of papers submitted and accepted, or invited, according to subject area.

No days or time slots were assigned to specific papers at this time. The booklet contained reply

forms for the Student Poster Session, Conference Pre-Registration, and Hotel Reservations.

A Second Announcement flyer was printed and distributed in mid-January 1992 (Appendix C).

This was cheaper to print and distribute than re-printing the Preliminary Program booklet, as had

been the practice in some previous years. It contained reply forms for Conference Pre-​Registration and Hotel Reservations. Due dates were: Pre-Registration, February 7; Hotel Reservations, February 2.

The Final Program (Appendix D) was printed at the latest possible time prior to the Conference, and was available to be distributed in packets assembled for pre-registered persons the week prior to the Conference.

Notes on Printing Jobs:

All printing jobs were done by Repro Graphics (the UC Davis campus print shop), and were billed directly to the Vertebrate Pest Council. The Program Chairs provided Sydni Gillette with camera-ready copy for all printing jobs, and Sydni provided necessary approvals and work orders for the print shop.

Correspondence with Authors
A letter acknowledging receipt of summaries (abstracts) was sent to all principal authors whose summaries had been received by late February 1992 (Letter A). Persons who submitted summaries near or after the March 1, 1991 due date did not receive this letter.

A letter informing principal authors that their submission had been accepted, rejected, or put “on hold” was sent in late March 1991 (following the Council’s review of submissions) (Letter B).

Letters of invitation were sent to potential participants, asking them to present a paper, beginning in May 1991 (Letter C). This letter usually requested a response by July 15, 1991. A second letter of invitation was sent on August 1, 1991 to those persons not responding to the previous invitation (Letter D). It requested a response by August 15.

A letter was sent on September 26 to principal authors who had been late in submitting their abstracts, thanking them for their patience while we determined whether we would have room to accept their papers (Letter E). A number of late submissions were held aside in this fashion until all invited speakers had responded.

Letters were sent to all speakers on October 2, 1991, accompanied by a copy of the Preliminary Program and the enclosure “Information for Speakers” (Appendix El & E2). One letter was sent to speakers residing within the U.S. (Letter F), while a second letter was tailored to speakers residing outside the U.S. (Letter G). The second letter specified that in order for foreign speakers to be confirmed, the pre-registration form must be returned with fees to the designated address no later than January 1, 1992.

A letter was sent to all foreign speakers on January 21, 1991, whose pre-registration materials and fees had not been received (Letter H). From this point forward, individually-tailored letters were sent to speakers as needed. Speakers who remained unconfirmed within the last weeks prior to the Conference were contacted by FAX or telephone.

One of two letters was sent, as appropriate, to each speaker on February 4. The first letter (Letter I) thanked the speaker for sending a biographical sketch as requested in “Instructions to Speakers”; the second letter (Letter J) reminded the speaker that this biographical sketch was overdue. The letter contained a photocopy of the preliminary program showing dates and times assigned to all presentations.

A thank-you letter was sent to all speakers on March 24, 1992, personalized as much as possible, but using the basic text of the letter as shown in Letter K.

Correspondence with Session Chairs
On October 3, 1991, a letter was sent to certain individuals inviting them to serve as session chairs, requesting a response by December 1 (Letter L). Program chairs sent to the persons in change of registration a list of confirmed session chairpersons so that they could be automatically pre-registered (complimentary registration).

Since all recipients of the October 3 letters responded, a confirmation letter was sent to all session chairs on January 24, 1992 (Letter M), including a draft copy of the Final Program showing speakers’ dates and time slots.

A February 18, 1992 letter to all session chairs enclosed biographies of speakers within each of their sessions; others bios received later were forwarded by mail as appropriate. This letter also requested a short biography from each session chair, which was used by the person introducing the chair at the start of the session. Also enclosed was a page “General Instructions for Session Chairs.” (Letter Ni and N2 Attachment).

Calendar of Duties of Program Chair(s)

Vertebrate Pest Conference

	Same Year as
Last Conference

	

	October/November
	Print and distribute Call for Papers.

	Late February
	Acknowledge summaries/abstracts received early.

	Year Before Conference
	

	
	

	March 1
	Summaries/abstracts due to be received by program chair(s).

	Mid-March
	Review submitted summaries/abstracts with total Council; receive suggestions for invited speakers and topics from Council.

	Late March
	Send letters to those submitting summaries/ abstracts informing of acceptance, rejection.

	May
	Send letters of invitation to potential speakers.

	August 1
	Follow-up letters of invitation sent to those not responding to May letter.

	Late September
	Respond to authors submitting late summaries, informing them of acceptance, rejection.

	October
	Print and distribute preliminary program booklet; cover letter with copy of preliminary program mailed first class or airmail to all speakers, along with “Instructions to Authors”; letters of invitation sent to potential session chairs.

	December 1
	Response due from potential session chairs.

	Year of Conference
	

	January 1
	Due date for foreign speakers to pre-register and send fees.

	Early January
	Print and distribute flyer reminding potential participants of pre-registration and hotel deadlines.

	Mid-January
	Letter sent to foreign speakers who have not pre registered.
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	Late January
	Confirmation letter sent to all session chairs, enclosing draft Final Program indicating list of speakers in each session; enclose “General Instructions for Session Chairs” sheet; request session chairs to submit brief biographical sketch to program chair; inform registration chair to automatically pre-register session chairs (complimentary).

	February 1
	Biographical sketches from all speakers due to be received by program chair.

	Early February
	Letters sent to all speakers, enclosing draft final program with dates, times of talks; reminder included for speakers who have not yet sent biographies.

	Early February
	Due date for pre-registration. Letter, FAX, or phone call made to all speakers who had not pre-registered.

	Mid-February
	Mail copies of appropriate biographical sketches to all session chairs.

	Mid-February
	Print final program booklet for inclusion in pre-registration packets and distribution at conference.

	Early March
	Conference occurs.

	Late March
	Thank you letters sent to all speakers and session chairs.


Appendix A
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FIFTEENTH VERTEBRATE PEST CONFERENCE
Hyatt Newporter

Newport Beach, California, USA
March 3-5, 1992

The Fifteenth vertebrate Pest Conference will be held Tuesday through Thursday, March 3, 4, and 5, 1991, at the Hyatt Newporter in Newport Beach, California. The Conference features three days of selected speakers covering all aspects of vertebrate pest management and control.


Conference Registration

Pre-registration is highly recommended and can be accomplished by filling out and returning the form in this announcement.  The pre-registration fee is $65 (US) and includes a single copy of the Proceedings to be mailed to you upon publication (approximately 6 months following the Conference).  Pre-registration must be accompanied with payment and will be accepted through February 7.  Pre-registration saves you money and eliminates waiting m long registration lines.  Those who pre​-register can pick up their registration packets and receipts at the designated registration desk. Because there are limitations on meeting room capacity for the Conference, plan to pre-register in order to assure you will be able to attend. The Council reserves the right to close registration when the Conference is full to capacity. Only registered participants will be admitted to Conference sessions.  All fees are non-refundable. Registration at the time of the conference will be $80. Sorry-- credit cards cannot be used to pay registration. All checks must be drawn in U.S. currency from a U.S. bank. Please make checks payable to the VERTEBRATE PEST CONFERENCE.

Field Trip

An optional field trip will be offered on Monday, March.2, the day before the conference sessions begin.  The All-day tour of the area will allow you to see some of the vertebrate damage and control activities in the region.  Stops will highlight control activities for the protection of endangered species, urban predator problems, and commensal rodent control, including overviews by experts involved in these programs.

Cost for the field trip is $30 per person, which includes lunch.  Space is limited, so early pre-registration is recommended to reserve a space.  Buses will depart from the Hyatt Newporter at 8 am and will return at approximately 5 pm.

Hotel Reservations

The Conference has a block of hotel rooms at the Hyatt Newporter reserved for those attending.  To be assured of accommodations, reservations should be made early.  A limited number of rooms are available ($99 per night, single or double) to those who register early. Registration can be made by completing the attached form and mailing it directly to the hotel, or by telephone at (714) 729-1244.  To obtain the special rate, mention the Vertebrate Pest Conference. 


Transportation

John Wayne Airport in Orange County is served by several domestic airlines, and the Hyatt Newporter provides free shuttle service from this airport (10 minutes travel time).  For those arriving at Los Angeles International Airport (approximately 45 miles from the Hyatt Newporter), Super Shuttle van service provides continuous ground transportation to Newport Beach and its hotels 24 hours a day.  No reservations are required, and vans can be boarded near the baggage claim areas at the airport.  Cost of this service is $21 (US) one-way.  Travel time is between 45 and 90 minutes depending on traffic conditions.  For those driving to Newport Beach, the Hyatt Newporter is located at 1107 Jamboree Road, just north of Highway 1 and southeast of the junction of Highways 1 and 55.

Continuing Education

Continuing education or professional development credits will be determined from the final program.  We anticipate that the number of hours of credit will be similar to that of past conferences, as follows:


California Pest Control Advisor and Operator
19 hours


The Wildlife Society



17 hours


Society of American Foresters


19 hours

If you are from outside California, check with your state to determine if education credits will be granted for attending the Conference.  You must be a registered conference participant to be granted credits for any of the above categories.
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Sponsored by:

The Vertebrate Pest Council

Conference Chair:

John E. Borrecco

Program Chairs:

Robert M. Timm and Robert H. Schmidt

Letter A

Hopland Field Station

Univ. of California

4070 University Road

Hopland, CA 95449 USA

(707) 744-1424

(707) 744-1040 FAX

February 25, 1991

*1*
*2* *3*
*4*
*5*
*6*
 *7* *8*

Dear *1* *3*:

This is to acknowledge receipt of the following summary:

*10*

Author (5) : *9*

submitted for presentation at the 15th Vertebrate Pest Conference scheduled for March 1992 in Newport Beach, California.

At the Vertebrate Pest Council’s next scheduled meeting, to be held March 19, 1991, the Council will review all summaries submitted in consideration for inclusion in the conference program. Following that meeting, we will inform you if your contribution has been accepted.

On behalf of the Council, we thank you for your interest in the Vertebrate Pest Conference.

Sincerely,

Robert M. Timm
Robert H. Schmidt

Program Co-chair
Program Co-chair

date

Name

Address

City State Zip

Dear FirstName:
It is our pleasure to inform you that your paper, “Paper Title,” has been accepted by the Vertebrate Pest Council for presentation at the 23rd Vertebrate Pest Conference.  The conference is scheduled to be held March 17-20, 2008 in San Diego, California.
The Vertebrate Pest Council is pleased by your interest in the conference and the variety of good papers offered for presentation.  Your contributed paper will add significantly to our planned program, which will encompass all major vertebrate pest topics.  As in the past, we are making a special effort to maintain a good balance of subjects.  During most of the conference, concurrent sessions will be held in order for the conference to focus attention on specific subjects while also increasing the number of contributing speakers.

Further information for conference speakers will be forthcoming in a few months.  This will include information on the preparation of your manuscript for the conference Proceedings, which is due at the time of the conference.  The conference is self-supporting on funds derived from a modest registration fee.  For this reason, we ask that all speakers attend to their own registration fee and travel expenses.

To help minimize the need to make last-minute adjustments to our program, we ask that you confirm your intention to participate in the conference in writing no later than date.
The Council is delighted that you will be a participant in the 23rd Vertebrate Pest Conference, and we look forward to the contribution you will make to a better understanding of vertebrate pest ecology and control.

Sincerely,

Kathleen A. Fagerstone,

Program Chairperson
cc: Minoo Madon, Conference Chairperson

Letter B
March 25, 1991

*1* *2* *3*

*4*

*5*

*6*, *7* *8*

Dear *1* *3*:

It is our pleasure to inform you that your paper, *9*: (~*10*” has been accepted

by the Vertebrate Pest Council for presentation at the 15th Vertebrate Pest

Conference. The conference is scheduled to be held March 2-5, 1992 in Newport

Beach, California.

The Vertebrate Pest Council is pleased by your interest in the conference and the variety of good papers offered for presentation. Your contributed paper will add significantly to our planned program, which will encompass all major vertebrate pest topics. As in the past, we are making a special effort to maintain a good balance of subjects. During a portion of the conference, concurrent sessions will be held in order for the conference to focus attention on specific subjects while also increasing the number of contributing speakers.

Further information for conference speakers will be forthcoming in a few months. This will include information on the preparation of your manuscript for the conference Proceedings. The conference is self-supporting on funds derived from a modest registration fee. For this reason, we ask that all speakers attend to their own registration fee and travel expenses.

To help minimize the need to make last-minute adjustments to our program, we ask that you confirm your intention to participate in the conference in writing no later than September 30, 1992.

The Council is delighted that you will be a participant in the 15th Vertebrate Pest Conference, and we look forward to the contribution you will make to a better understanding of vertebrate pest ecology and control.

Sincerely,

Robert M. Timm
Robert H. Schmidt
Program Co-Chair
Program Co-Chair

cc: John Borrecco, Conference Chair
Letter C

May 21, 1991

*1*
*2*
*3*
*4*
*5*
*6*
*7*
*8*

Dear *1* *3*.

On behalf of the Vertebrate Pest Council, we invite you to give a presentation at the l5th Vertebrate Pest Conference, to be held in Newport Beach, California on March 2-5, 1992. The topic we would like you to speak on is: *9*

Please feel free to adapt this title and the content of your talk in a way that you believe will best suit the audience. Should you wish to discuss your topic or our intent, feel free to give us a call.

The Vertebrate Pest Conference has been held every other year since 1962 in California. Its purpose is to discuss wildlife-human conflicts and how such problems can best be resolved. The Council, which arranges and hosts the conference, is composed of approximately 20 representatives from various governmental agencies and several universities. Speakers such as yourself are selected from a wide range of specialists and represent some of the best authorities on specific wildlife damage subjects. The attendance is usually about 500 persons from across the United States and from a dozen or more foreign countries. The conference is recognized-nationally and internationally as the largest and one of the most significant vertebrate pest conferences in the world.

Because the conference is a non-profit, self-supporting activity, we are unable to provide financial assistance to defray your cost of travel, lodging and meals, or conference registration. The registration fee for this conference is anticipated to be approximately $75, which includes a copy of the Proceedings. We trust that your employer will recognize the importance of your participation in this conference and make it possible for you to attend.

All speakers are expected to submit a written paper for inclusion in the conference proceedings. These papers will be due at the time of the conference. Following your acceptance of this invitation, further information on the preparation of your paper as well as your oral presentation will be sent to you.

To assist us in finalizing the program, we ask that you reply to our invitation in writing no later than July 15, 1991. We look forward to your being able to participate in this conference.

Sincerely,

Robert M. Timm
Robert H. Schmidt
Program Co-chair
Program Co-chair

Letter D

August 1, 1991

*1* *2* *3*

*4*

*5*

*6*, *7* *8*

Dear *1* *3*:

On May 22, we wrote to you extending an invitation to give a presentation at the 15th Vertebrate Pest Conference, scheduled to be held in Newport Beach, California on March 2-5, 1992. The topic we asked you to consider was”*9)u*9*.~

Inasmuch as we have not yet received your response to this invitation, we wish to make sure you received our letter. We hope that you will be able to accept this invitation. However, if we do not receive your response by August 15, we will assume you are not interested in participating and will invite an alternate speaker to fill your space on the program.

Should you have any questions regarding this invitation, or should you need additional time to determine your ability to participate in this conference, please let us know as soon as possible.

Sincerely,

Robert H. Schmidt

Program Co-chair

Letter E
September 26, 1991

*1*
*2* *3*
*4*
*5*
*6*
*7* *8*

Dear *1* *3*:

It is our pleasure to inform you that your paper, *9*: ~‘*10*” has been accepted

by the Vertebrate Pest Council for presentation at the 15th Vertebrate Pest

Conference. The conference is scheduled to be held March 2-5, 1992 in Newport

Beach, California.

The Vertebrate Pest Council is pleased by your interest in the conference. Thank you for your patience while we determined whether we could accommodate your paper. Your contribution will add significantly to our planned program, which will encompass all major vertebrate pest topics. As in the past, we are making a special effort to maintain a good balance of subjects. During a portion of the conference, concurrent sessions will be held in order for the conference to focus attention on specific subjects while also increasing the number of contributing speakers.

Further information for conference speakers will be mailed the week of September

30.
This will include information on the preparation of your manuscript for the

conference Proceedings. The conference is self-supporting on funds derived from

a modest registration fee ($65 US) . For this reason, we ask that all speakers

attend to their own registration fee and travel expenses.

To help minimize the need to make last-minute adjustments to our program, we ask that you confirm your intention to participate in the conference in writing no later than October 31, 1991.

The Council is delighted that you will be a participant in the 15th Vertebrate Pest Conference, and we look forward to the contribution you will make to a better understanding of vertebrate pest ecology and control.

Sincerely,

Robert M. Timm
Robert H. Schmidt
Program Co-Chair
Program Co-Chair

Letter F

October 2, 1991

TO:
All Persons Presenting Papers at the 15th Vertebrate Pest Conference, Newport Beach, CA, March 3-5, 1992

We are pleased to send you the enclosed preliminary program for the 15th Vertebrate Pest Conference. Also enclosed is “Information for Speakers” which provides guidelines for the preparation of your oral presentation as well as your written paper for the Proceedings. Please read through these materials to be aware of our suggestions to ensure a successful presentation. We regret that because of the non-profit nature of the conference, we are unable to assist you with the costs of registration, hotel accommodations, or travel.

You will want to be aware of the following dates:

February 1, 1992:
Biographical paragraph for speakers due

February 2, 1992:
Deadline for room reservations, Hyatt Newporter (to assure yourself of a room, reserve early)

February 7, 1992:
Deadline for pre-registration (to assure space on the field trip, pre-register early)

We ask your assistance in publicizing the Student Poster Session, described in the preliminary program. We intend to advertise this opportunity widely among colleges and universities in Southern California. Should you know of students who might wish to participate, encourage them to submit the “Request for Guidelines” form found in the preliminary program. Please note that the registration fee is waived for student entries, and a prize will be awarded for the best poster.

We will be finalizing the program in early February, and a final printed program will be available shortly before the conference. We hope to inform you of the date and time your paper is scheduled, by means of a mailing in mid-February. Should you require this information in advance of our mailing, please let us know.

If for any reason you will not be able to attend the conference to deliver your presentation, we would appreciate being contacted immediately so that we can arrange for an alternate paper to fill your time slot. If this occurs, we still wish for you to submit your paper for the Proceedings.

Should you have any questions regarding your participation, please contact us. We look forward to seeing you in March.

Sincerely,

Robert M. Timm
Robert H. Schmidt
Program Co-Chair
Program Co-Chair


Enclosures

Letter G

2 October 1991

TO:
All Persons Presenting Papers at the 15th Vertebrate Pest Conference Residing Outside the United States

We are pleased to send you the enclosed preliminary program for the 15th Vertebrate Pest Conference. The program contains information on pre-registration, hotel accommodations, and the pre-conference field trip (to be held on 2 March).

Attached is ~‘Information for Speakers’ which provides guidelines for the preparation of your oral presentation as well as your written paper for the Proceedings. Please read through these materials to be aware of our suggestions to ensure a successful presentation. You will want to be aware of the following dates:

February 1, 1992:
Biographical paragraph for speakers due

February 2, 1992:
Deadline for room reservations, Hyatt Newporter (to assure yourself of a room, reserve early)

Because of delays in communication which occur because of the postal service, we are asking that all speakers residing outside the United States submit your pre-registration materials by 1 January 1992, including remittance for the pre-registration fee ($65 US): We need confirmation of your participation in this manner, so that we may finalize the program according to our established deadlines.

A final printed program will be available shortly before the conference. We hope to inform you of the date and time your paper is scheduled by means of a mailing in mid-February. Should you require this information at an earlier time, please let us know.

If for any reason you will not be able to attend the conference to deliver your presentation, we would appreciate being contacted immediately so that we can arrange for an alternate paper to fill your time slot. If this occurs, we still wish for you to submit your paper for the Proceedings.

Should you have any questions regarding your participation, please contact us. We look forward to seeing you in March.

Sincerely,

Robert M. Timm
Robert H. Schmidt
Program Co-Chair
Program Co-Chair

Attachments

INSTRUCTIONS FOR SPEAKERS

23rd VERTEBRATE PEST CONFERENCE

March 17 - 20, 2008 – San Diego, California

Conference Schedule:

The conference program will be finalized by early February 2008.  Session schedules and speaker time slots will be available as posted on the Conference website at that time (www.vpconference.org).  Check in with your session chairperson at the beginning of your session and introduce yourself.  Please be careful with your time and respectful of the session chairperson and your fellow speakers.  Speakers will have 25 minutes to be introduced, present their talks, and field any questions.  Plan to leave a few minutes for questions within your allotted time.  Session chairpersons will keep speakers on time to ensure people attending concurrent sessions can hear papers presented at their published times.  

Audio Visual Needs / Computer (PowerPoint) Presentations:

Local Arrangements Chair Terry Salmon’s assistant, Alegra Bartzat, will be checking with you in the next several weeks to determine whether you will be using a PowerPoint presentation or will not need audio-visual equipment for your presentation.  (Neither overhead projectors nor slide projectors will be available as an option).

Each meeting room will have computer equipment pre-loaded with the PowerPoint files needed by speakers during a particular session.  In order for this to be accomplished prior to the Conference, we need you to provide us with your PowerPoint file(s) not later than Friday, February 29.  The preferred method for submitting your PowerPoint file is to upload it to the pre-registration website, http://www.regonline.com/08VPC.  Bring a backup PowerPoint file on a CD-R or on a portable USB memory device to the Conference with you, in the event your first submission is lost in transit or is corrupted.  If using a CD-R as backup, be sure to check that your disk can be read by a computer loaded with Microsoft PowerPoint (Office XP version, which is compatible with Office 2000).  Do not use a 3¼” diskette or a zip drive as your backup.  Do not use a CD-RW instead of a CD-R, because some computers cannot read all files written to a CD-RW.

Name the file(s) with your last name, and use a numeral as a suffix if you are submitting more than one file: Williams-1.ppt, Williams-2.ppt, etc.  If you are using PowerPoint for more than one presentation, upload both PowerPoint files to the conference pre-registration website.

If writing your PowerPoint file to a CD-R as a backup, the CD-R should contain only one PowerPoint file and no other files (unless you have a video clip imbedded in your PowerPoint presentation; in that case, include the video clip as a separate file on the same CD-R).  

A computer will be available beginning Monday evening March 17 for speakers to review their PowerPoint presentations.  Check at the Registration Desk for the location of the speakers’ practice room.  Make sure to review your file, preferably the day before your presentation, to assure that the file is compatible with our software and hardware.  To reduce the chance of format problems, use standard fonts such as Arial and New Times Roman.  Due to limited technical staff at the Conference and time constraints, it may not be possible to make changes to your PowerPoint file after your arrival in San Diego.  Make sure you have double-checked your file prior to submitting it to us.

Further Questions:

If you have any questions, problems, or concerns about your presentation, please contact Kathleen Fagerstone, program chairperson, at email <kathleen.a.fagerstone@aphis.usda.gov> or by phone at (970) 266-6161.  If you have questions regarding your PowerPoint presentation or file, contact Alegra Bartzat by email at <abartzat@ucdavis.edu>.

24th Vertebrate Pest Conference
February 22-25, 2010

Sacramento, California
Manuscript Checklist
(
	
	2 hard copies of manuscript, including all figures and tables (plus captions) attached at end

	
	Manuscript includes abstract (350 words maximum).

	
	Manuscript includes key words (maximum = 10), alphabetized.

	
	Hard copies of manuscript have pages numbered consecutively.  (Electronic version has no page numbers.)

	
	All citations mentioned in text are listed under “Literature Cited”; all publications listed in “Literature Cited” are referred to within text.

	
	Electronic version of text, submitted in Microsoft Word (.doc) format on CD-R or 3½-inch diskette.

	
	Electronic version of tables submitted as separate, individual Microsoft Word files (may be on the same diskette or CD-R as the manuscript Word file).

	
	Electronic version of figures (e.g., line or bar graphs) submitted as separate, individual Microsoft Excel (.xls) files, in black-and-white.  Photos to be used as figures (not recommended) are submitted in electronic version (.jpg or .bmp) as separate, individual files.

	
	Completed, signed “Author’s Agreement Form” accompanies manuscripts and disk.


INSTRUCTIONS FOR AUTHORS

24th VERTEBRATE PEST CONFERENCE

February 22-25, 2010  –  Sacramento, California

Purpose

The objective of the Vertebrate Pest Conference and the resulting Proceedings is to help disseminate factual and ecologically sound information concerning vertebrate pest damage and its control.  The Conference continues to make significant contributions toward effectively understanding and resolving undesirable wildlife‑human interactions and animal damage problems, promoting better management and control methodology, and minimizing adverse ecological effects.  Vertebrate pest control is applied ecology, with the goals of improving public health and conserving resources.  The Conference is a forum for sharing knowledge and experiences among researchers, administrators, and practitioners in vertebrate pest control and animal damage problems.  It is organized by the California Vertebrate Pest Council, which also publishes the Conference Proceedings.

Manuscript Preparation

A manuscript for publication in the Proceedings is expected from every speaker and poster presenter.  Where a paper represents the work of more than one individual or where protocol demands, papers may be jointly authored.  

In the event that your presentation at the Conference covers a topic for which you have submitted (or intend to submit) a manuscript to a journal or a different conference’s proceedings, it is the author’s responsibility to provide us with a manuscript that is sufficiently unique that the similar publication will not prohibit your paper from being included here.  Some journals allow publication of your paper if the Proceedings has a print run of <500 copies, which will be the case for the 24th VPC Proceedings.  A less preferable alternative, in the event your paper has already been published elsewhere, is for the author to secure written permission for the VPC to reprint your paper in our Proceedings.  Please discuss such situations with the VPC Proceedings Editor well in advance of the Conference.
The Conference Proceedings are widely used for information and reference in the United States and in many parts of the world.  Therefore, we request that you carefully follow these guidelines in the preparation of your manuscript.

Due Date

Your manuscript is due at the Conference and should be in its final form.  (The Program Chair may impose an earlier manuscript deadline in some situations, in which case that earlier deadline will apply.)  Submit a CD-R or diskette along with 2 hard copies of the printed manuscript to your session chairperson at the time you present your paper at the Conference.  

Preparation of the Proceedings begins immediately after the Conference, and we make every effort to have publication and distribution completed within 8 to 10 months.  If your manuscript is not received in acceptable form at the Con​ference (by February 25, 2010), it may be omitted from the Proceedings.

Format

Manuscripts must be submitted both in electronic format (on a standard CD-R or a 3½-inch diskette), and as printed hard copy, as described below.  

Electronic Version:  Manuscripts should be prepared using word processing software (Microsoft Word preferred).  If you are using a Macintosh computer, it will be necessary for you to save your manuscript in a file and diskette format that will allow it to be read using a Windows-based computer.  Do not save the document in .docx or .docm formats; use only .doc format.

Although word processing software allows you to insert figures and graphs within the text, due to the format used for the Proceedings, it is critical that you DO NOT insert or imbed figures, tables, or graphs within the text of the electronic version.  A list of captions for figures and tables should be submitted as text on a separate page, following the last page of text of your manuscript (typically following “Literature Cited”).  Figures or tables should be submitted in electronic form as separate, individual files on the same CD or diskette (see below).

Clearly label the CD or diskette to include your name, and name of the file(s) saved to the diskette.  We recommend that the file name be the principal author’s last name, with the appropriate extension for the word processing software you have used (e.g., Thompson.doc).  Save the manuscript file in at least two formats, as follows:

If the manuscript has been created in Microsoft Word, save it as a .doc file and then also as a text (.txt) file.  (Example: for a manuscript authored by George B. Smith, save the file from your word processor as Smith.doc, and save the text version as Smith.txt).  If the manuscript has been created in word processing software other than Microsoft Word (for example, WordPerfect), you may save it in its original format (*.wpd), while also saving it in Microsoft Word format if that option is available, and also as a unformatted text (*.txt) file.

Printed Copy:  Submit two (2) printed (hard) copies of your manuscript along with the electronic versions.  The printed version should be double‑spaced and on one side only of each page, with 1‑inch margins left and right, top and bottom.  The author’s name, organization, mailing address, telephone number, and email address should appear at the top of the first page.  Page size should be either 8½ × 11 inches (“Letter”) or A4.  

Captions for figures and tables should be listed on a page that follows the last page of text (typically, following the “Literature Cited” section).  Figures and tables themselves should be submitted on separate, individual pages placed at the end of the manuscript.  They should be labeled consecutively according to the place where they are first referenced within the text of the manuscript (Figure 1, Figure 2, etc., and Table 1, Table 2, etc.).  

Abstract

Each manuscript must begin with an abstract.  The abstract should be a condensation or brief sum​mary of the paper (350 words, maximum).  It should give the reader the gist of the paper.  Avoid using species’ Latin names in the abstract, unless the species has no familiar common name.  

Key Words

Appropriate key words must be included with each manuscript.  Key words should be selected that will allow for the general content of the paper to be identified, including Latin names as well as common names of species that are the main topic of the paper.  Place the list of key words in alphabetical order, typically not to exceed 10 words, after the abstract and before the body of the paper.  For suggested key words, see the publication “Key Word Standardization in Vertebrate Pest Control” (R. M. Timm, T. P. Salmon, and R. H. Schmidt.  1988.  In: Vertebrate Pest Control and Management Materials, ASTM STP 974, pp. 3-11), which can be viewed or printed from the Conference’s web site http://www.vpconference.org.
Length

The average manuscript has been about 12 double-spaced pages long (3,500 words).  The high cost of publishing the Proceedings makes it necessary to limit the length of each manuscript to a maximum of 20 double‑spaced, pages, including tables and figures, abstract, and references (maximum: 5,500 words, or approximately 275 words per page).  Manuscripts longer than this limit may be returned to the authors for condensing, unless prior approval from the Editor has been obtained.  (When tables or figures are included, the 5,500-word limit must be reduced commensurately.)

Style, Formats, and Fonts (see attached Sample)

For general style of manuscripts (e.g., capitalization, abbreviations, punctuation, tables, etc.) refer to the Proceedings of the 23rd Vertebrate Pest Conference (2008) as your guideline.  

Manuscripts should be created using a page format containing 1-inch (2.6-cm) margins on both sides, top and bottom, and with no headers or footers (no page numbers or page headings).  Use the font Times New Roman (or equivalent TrueType font) in size 12, except as noted below for tables.  Because all papers will be electronically reformatted into a two-column format, it is important that you prepare your final manuscript to be as simple and clean as possible.  Please use the simplest page formats possible.  New sections (with headings) should be separated by a line space (“carriage return”), and the first line of each paragraph of text should be indented 0.5 inch (use the “Format – Paragraph – Indentation” commands in Microsoft Word).  Latin names of species should be italicized.  If subscripts or superscripts are appropriate within the text, these also should be used.  Vernacular names of animals should be accompanied by their scientific (Latin) names the first time mentioned within the body of the text.  Spell out the words “Figure” and “Table” rather than using the abbreviations “Fig.” and “Tab.”.

References in Text

Cite references within the text whenever applicable, giving the name of the authors(s) and the year of publication in parentheses, without use of a comma between the author’s name and the year (e.g., Williams 1987).  If there is more than one publication by the same sole author or same senior author during a single year, designate them (for example) as “Williams 1987a” and “Williams 1987b”.  To cite both together, use the format “Williams 1987a,b”.  Use a comma (not a semicolon) to separate citations, as follows:  (Smith 1969, Williams 1987a).  Do not italicize the phrase “et al.”.

Headings

Section headings within the text of the manuscript (except headings for “Abstract” and “Key Words”) should conform to the following example:

MAIN HEADING IN ALL CAPS, BOLD

First Subheading in Title Case, Bold

Second Subheading in Title Case, Bold Italicized

Page Numbering

Do not number pages in the electronic version of the manuscript, either within the page text or in headers or footers.  Turn off any automatic page numbering functions.  For the editor’s convenience, it is recommended that you number the pages of the submitted hard copy manually, writing page numbers in the upper right-hand corner of each page.  You may similarly number pages containing figures and tables or their captions (legends), which are to be placed following the end of the manuscript.  (When the manuscript is formatted to be sent to the printer, tables and figures will be inserted in appropriate places following their first mention within the text).  

Tables 

Tables in the manuscript should be separated from the body (text) of the manuscript, and placed on individual pages following the end of the manuscript.  Simple tables created in Microsoft Word are preferable.  For tables, use Arial font in size 11 or size 10.  Table headings can be in Arial bold font, if appropriate.  When tables contain data in columns, numerals should be right-justified (rather than centered) so that numerals or decimals are aligned vertically.  Do not include or imbed tables within the body of the manuscript text.
Because all papers will be re-formatted for printing in a two‑column format, tables will need to be sized to fit either a single column (3 3/8 inches wide) or two columns (7 inches wide) and should not exceed 9 inches in length.  Avoid long and complex tables.  Each table should be referenced at some point within the text.  However, a good table should be understandable without reference to the text.  A caption for each table should be submitted on a separate page containing all figure and table captions.  

Figures

Figures must be separate from the text of the manuscript, and they also should be placed on individual pages following the end of the manuscript.  Do not include or imbed graphs and figures within the body of the manuscript text.  Because all papers will be re-formatted for printing in a two‑column format, most figures will be re-sized to fit a single column (3 3/8 inches wide).  It is critical that you make sure that your figures are designed so that when reduced to fit a single column, important data or captions will not be lost or impossible to read due to reduction in size.  Since most figures have to be reduced to fit within the column format, it is important to avoid complex figures.  Each figure should be referenced at some point within the text.  However, a good figure should be understandable without reference to the text.  Captions for each figure should be submitted on a page containing all figure and table captions.  

Usually, figures will have to be re-sized by the editor and layout staff.  Therefore, we require that figures such as graphs (bar graphs, line graphs, etc.) be created in Microsoft Excel or other compatible software, enabling the editors to make size and shading adjustments as necessary.  Our goal is to reproduce figures primarily in high-contrast black and white.  Although use of color for graphs and figures has become popular, we cannot reproduce colors within the Proceedings.  If bar graphs or other parts of figures require differential shading, we recommend distinct hatching patterns based on black & white patterns, rather than shades of gray (which often do not reproduce distinctly).  Figures created in Microsoft Excel should be submitted electronically as Excel (.xls) files, included on the same CD or diskette as your manuscript’s text.  Such files should contain the raw information used in creating the figure, so that the font size of data labels, etc., can be manipulated by the Editor.

If figures are not computer-created but instead are original line drawings, they should be submitted as .jpg images (preferred); alternatively, submit them as hard copy, in black ink on white paper.  Be aware that the original figure will typically have to be reduced to a maximum width of 3 3/8 inches, and any labels or other content must remain legible following this size reduction.

Photographs

Photographs often do not reproduce well in the Proceedings, and their use as figures is discouraged.  A minimum number of photos will be accepted and only if they add significantly to the paper.  Photographs of specific control procedures or tech​niques may be an asset to the paper, but photographs of habitat or examples of damage are usually not acceptable.  Submit photos as scanned images in *.jpg or *.bmp  formats; these should be included as separate files on the diskette or CD containing your manuscript, accompanied by hard copies attached to the manuscript, labeled and numbered as figures.  Submit text for captions (legends) for photos on the page containing captions for all figures and tables.


Literature Cited
The best guide for format of literature citations is the Proceedings of the 23rd Vertebrate Pest Conference (2008).  Each citation listed should be referenced somewhere within the text of the manuscript, or within accompanying tables or figures.  Citations should be in alphabetical order by the author’s surname(s).  Within the alphabetical order, sequence is chronological from oldest to newest. 

In your manuscript, citations should be double-spaced and can be formatted with a hanging indent of 0.2 inch.  Authors’ names should be in “Title Case” (not in ALL CAPITALS) (see examples below and attached manuscript sample).

Desired formats for citations are as follows:

Journal article

Linhart, S. B., and G. J. Dasch.  1992.  Improved perform​ance of padded jaw taps for capturing coyotes.  Wildl. Soc. Bull. 20(1):63-66.

Book

Bateman, J. H.  1973.  Animal Traps and Trapping.  Stackpole Books, Harrisburg, PA.  286 pp.

Edited Book

Decker, D. J., and G. R. Goff (Editors).  1987.  Valuing Wildlife: Economic and Social Perspectives.  Westview Press, Boulder, CO.  424 pp.

Chapter in Edited Book

Marsh, R. E.  1988.  Chemosterilants for rodent control.  Ch. 21 (Pp. 353-367) in: I. Prakash (Ed.), Rodent Pest Management.  CRC Press, Boca Raton, FL.

VPC Proceedings article

Savarie, P. J.  1976.  Pharmacological review of chemicals used for the capture of animals.  Proc. Vertebr. Pest Conf. 7:l78-l84.

Agency Publication

Cleary, E. C., S. E. Wright, and R. A. Dolbeer.  2002.  Wildlife strikes to civil aircraft in the United States 1990-2000.  Federal Aviation Administration, National Wildlife Strike Database, Serial Report Number 7.  Washington, D.C.  37 pp.

Thesis or Dissertation

Romin, L. C.  1994.  Factors associated with mule deer highway mortality at Jordanell Reservoir, Utah.  M.S. thesis, Utah State Univ., Logan.  80 pp. 

Peer Editing

All papers contained within the Proceedings of the 24th Vertebrate Pest Conference will be peer edited.  These papers will be evaluated by the Proceedings Editors and by selected other academicians and resource professionals from within the Vertebrate Pest Council.  This process of peer editing, while not as rigorous as peer review typically practiced by scientific journals, permits more rapid review of manuscript content and expedites timely publication of the information presented at the Conference.  Editorial liberties will be taken in those instances where improved clarity is needed or where style is incorrect.  In the case of most manuscripts, the authors will not be contacted during the peer editing process.  Unfortunately, time does not permit circulation of galley proofs for authors’ review.  Manuscripts improperly prepared or formatted, or which need significant improvement to meet the Proceedings’ standards for scientific merit and clarity of expression, will be returned to the authors.

Publication

Each registered Conference participant will be mailed a copy of the Proceedings as soon as it is published.  Speakers needing reprints of their papers can request from the Editor an electronic file of their paper in .pdf format for subsequent reproduction.

Author’s Agreement Form

Each sole author (or the senior author on behalf of all co-authors) is asked to submit a signed Author’s Agreement Form to accompany the manuscript.  This single-page form appears at the end of this document, following the Manuscript Sample.  

Please fill in the top portion of the form, indicating the title of your paper and the names of all authors.  If you are employed and you prepared your paper as part of your job, the rights to your paper may rest initially with your employer.  In that case, when you sign the Agreement, we assume that you are authorized to do so by your employer.  If not, the Agreement should be signed by an authorized person.  Many authors will be able to sign Section A of this Agreement.  However, if you prepared your manuscript as part of your normal duties as an employee of a government agency, it may be most appropriate for you to complete and sign Section B only, as such publications prepared by government employees are presumed to be public documents which have no copyright that can be transferred.
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Vertebrate Pests of Beekeeping

John M. O’Brien
Nevada Department of Agriculture, Reno, Nevada

Rex E. Marsh and Walter E. Howard
Wildlife, Fish, and Conservation Biology, University of California, Davis, California 

Abstract:  Information concerning vertebrate pests of beekeeping was gathered from state and provincial apiary inspections through a questionnaire.  Forty‑eight states and 9 provinces responded.  Additional pest information has been assembled from published articles.  Bears represent the major vertebrate pest based on severity of damage to colonies.  Total estimated losses reported amounted to $623,000 annually.  Loss estimates for the various pest species are probably grossly underestimated be​cause many states with problems could not or did not provide loss estimates...

Key Words:  bears, beekeeping, birds, deer mice, electric fencing, exclusion, house mice, meadow voles, skunks, trapping

INTRODUCTION

Beekeeping as a hobby, business, or both is practiced widely in the United States and Canada.  In addition to the enjoyment provided to hobby beekeepers, honeybees (Apis mellifera) produce honey, wax, and most importantly provide an estimated $3.2 billion in pollination services to agricul​ture (Robinson et al. 1989, Sammatoro and Avitabile 1986).

METHODS

To gather information on vertebrate pests of beekeeping in Canada and the United States, a one-page questionnaire was sent to each chief state or provincial apiarist...

RESULTS

General Damage


A total of 48 states and 9 provinces responded.  Two states had no information and two had very little.  Two states sent back questionnaires from more than one person (Arizona ‑ 3, New York ‑ 8).  These responses were condensed into one and averages used when applicable.


The first questions requested that 8 listed vertebrate pests be rated on their importance in that state or province...


Bears (Ursus spp.) were considered the most serious vertebrate pests with 19 responses in the “always serious” category and 13 as “sometimes serious” (Table 1)...

Skunks


Skunks (Mephitis mephitis, Spilogale putorius, and S. gracilis) were listed most frequently as causing some degree of damage.  There were 37 responses...

DISCUSSION

The responses to our survey coupled with a review of the available literature indicate that there are a variety of vertebrate pests of beekeeping...
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Letter H

January 21, 1992

*1*
*2* *3* at the 15th Vertebrate Pest Conference, that your registration fees be received no later than January 1, 1992. As of today, these fees have not been received

by business manager’s office in Davis, California.  Further, you have not re-confirmed your intention to participate in the conference, as I requested in my letter to you of May 21, 1991.


*4*
*5*
*6*
*7* *8*

Dear *1* *3*:

In my letter to you of October 2, 1991, I requested in order to confirm your intention to present your paper,

Authors:
*9*

Title:
*10*
At the 15th Vertebrate Pest Conference, that your registration fees be received no later than January 1, 1992.  As of today, these fees have not been received by business manager’s office in Davis, California.  Further, you have not re-confirmed your intention to participate in the conference, as I requested in my letter to you of May 21, 1991.

In order to finalize the conference program, I must proceed on the assumption that you will not be able to present your paper orally at the conference, scheduled to be held March 3-5 in Newport Beach, California. We still hope that you intend to submit your paper for inclusion in the conference proceedings. Instructions for preparation of manuscripts have been sent to you earlier, and manuscripts are due at the time of the conference.

If my assumption that you cannot participate in the conference is incorrect, please contact me immediately.

Sincerely,

Robert M. Timm

Program Co-Chair

Letter I

February 4, 1992

TO:
All Persons Presenting Papers at the 15th Vertebrate Pest Conference

Thank you for submitting your biographical information for use by the session chairperson in introducing you at the Vertebrate Pest Conference. The program is now being finalized, and it appears to be an excellent collection of papers.

Enclosed is a draft of the final program. You will wish to take note of the date, time, and session in which your presentation is scheduled to occur. Although we do not expect any major changes in this program prior to the conference, it is likely that minor adjustments will take place. Should it be necessary to switch your presentation to a different session from that indicated, we will contact you prior to the conference if at all possible.

Please note that you are invited to a complimentary buffet breakfast provided for all speakers and session chairs, to be held Wednesday morning March 4 from 6:30 to 7:45 in the Plaza Arbor. We hope you will attend.

Again, if for any reason YOU arc unable to attend the conference, please contact me immediately so that I can arrange for a substitute speaker to fill your time slot.

On behalf of the Council, I look forward to an excellent conference and to seeing you in Newport Beach.

Sincerely,

Robert M. Timm





Robert H. Schmidt

Program Co-Chair




Program Co-Chair

Letter J

February 4, 1992

TO: All Persons Presenting Papers at the 15th Vertebrate Pest Conference

I have not yet received your paragraph of biographical information, needed to introduce you at the Vertebrate Pest Conference. Would you please send it to me without delay, so that I can forward it to the appropriate session chairperson prior to the conference.

The program is now being finalized, and it appears to be an excellent collection of papers. Enclosed is a draft of the Final Program. You will wish to take note of the date, time, arid session in which your presentation is scheduled to occur. Although we do not expect any major changes in this program prior to the conference, it is, likely that minor adjustments will take place. Should it be necessary to switch your presentation to a different session from that indicated, we will contact you prior to the conference if at all possible.

Please note that you are invited to a complimentary buffet breakfast provided for all speakers and session chairs, to be held Wednesday morning March 4 from 6:30 to 7:45 in the Plaza Arbor. We hope you will attend.

Again, if for any reason you are unable to attend the conference, please contact me immediately so that I can arrange for a substitute speaker to fill your time slot.

On behalf of the Council, I look forward to an excellent conference and to seeing you in Newport Beach.

Sincerely,

Robert M. Timm

Program Co-Chair

Enclosure

Letter K
March 24, 1992

*1* *2*

*3*

*4*

*5*, *6* *7*

Dear *8* *2*:

On behalf of the entire Vertebrate Pest Council, we wish to thank you for your participation in the recent 15th Vertebrate Pest Conference. The time and effort you put into sharing valuable information with colleagues is what made this conference a success.

Registered attendance for the 15th conference was 350 persons, including residents of   states plus the District of Columbia, plus 11 foreign countries. We continue to receive many favorable comments about the useful information presented, as well as the quality of the presentations.

Rex Marsh is busy editing the Proceedings, which we hope to have printed and ready for distribution within six months. Your copy will be mailed to you as soon as printing is completed.

​We hope that you enjoyed your participation, and we look forward to seeing you at a future Vertebrate Pest Conference.

Sincerely,

Robert H. Schmidt


Robert H. Schmidt

Program Co-Chair


Program Co-Chair

Letter L

October 3, 1991

*1* *2* *3*

*4*

*5*

*6*, *7* *8*

Dear *2*:

On behalf of the Vertebrate Pest Council, I invite you to serve as one of the session chairpersons at the 15th Vertebrate Pest Conference. The conference will be held in Newport Beach, California, March 3-5, 1992.

There will be approximately 80 papers presented at the conference, and a copy of the Preliminary Program is enclosed for your information. We are pleased at the breadth and scope of the subjects to be covered. We hope you will be able to accept our invitation to help make this another successful conference.

As you are probably aware, the conference is operated on a self-supporting basis, using a modest registration fee to cover all costs associated with the conference. We can offer you a complimentary registration, which will also include a copy of the Proceedings. However, limitation of funds makes it necessary for session chairpersons to cover their own travel and lodging expenses involved in attending the conference.

To help us finalize the program, I ask that you respond to our invitation no later than December 1, 1991. Either write to me at the above address, or give me a call.

I will look forward to hearing from you soon.

Sincerely,

Robert M. Timm

Program Co-chair

Enclosure

Cc:  Robert H. Schmidt

Letter H

January 24, 1992

*1*
*2* *3*
*4*
*5*
*6*
 *7* *8*

Dear *2*:

Plans are being finalized for the 15th Vertebrate Pest Conference in Newport Beach, California. I am pleased that you will be able to serve as a session chair.

We have arranged for you to chair the session entitled “*9*~, scheduled for *10*. A draft copy of the Final Program is enclosed, undoubtedly, there may be some adjustments necessary prior to the conference. I will attempt to inform you of any changes that affect your session.

As session chair, your duties are the following. We ask that you give a brief but informative introduction for each speaker in your session. I am collecting biographical paragraphs from speakers, and I will send the appropriate ones to you shortly before the conference so that you can plan your introductions to have some consistency. Second, we ask that you keep the speakers within their designated time slots: approximately 20 minutes for the presentation, plus five minutes for questions from the audience and introducing the following speaker. Speakers are aware that it is the job of the session chair to enforce these time limits! Third, please collect any manuscripts submitted by presenters for the Proceedings and give these to Rex Marsh, who will serve as Editor, at the conference. I would encourage you to attempt to make contact with each of your speakers at the conference prior to your session, so that any problems can be resolved and so that we can be certain that all speakers have arrived. Should any problems occur, please let me know.

I have asked Sydni Gillette, executive assistant to Terry Salmon, Council business manager, to automatically pre-register you for the conference. As you are aware from my earlier correspondence, your registration fee is complimentary and includes a copy of the Proceedings. However, should you wish to attend the Monday, March 2 field trip, you should complete the pre-registration form included in the preliminary program and send it to the Davis address indicated along with your field trip fee ($30) by the February 7 due date. Also, please remember to make your hotel reservation by February 2 if you plan to stay at the Hyatt Newporter.

Sincerely,

Robert M. Timm, Program Co-Chair

Cc:
Robert H.  Schmidt


Rex E. Marsh

Letter N

February 18, 1992

TO:
All Session Chairpersons, 15th Vertebrate Pest Conference

FROM:
Bob Timm, Program Co-chair

We have received biographical information from a majority of speakers on the program, but a few still have not been received. Enclosed are copies from the persons whom you will need to introduce. If others arrive in the next few days, I’ll forward them to you by mail. Otherwise, I’ll make an effort to get any missing biographies to you at the conference but prior to your session.

Also enclosed is a copy of the Final Program, for your information. If it becomes necessary to make any program changes prior to the conference, Bob Schmidt or I will attempt to inform you of such changes as quickly as possible.

One last request: I need a short biography from each of you, so that you can be introduced to the audience at the beginning of the session. Would you please mail or FAX it to me by February 24, at the latest?

Attached is a page “General Instructions for Session Chairs,” which has been developed from experience at previous conferences. Please follow these guidelines, and I’m sure we’ll have a great conference!

Should you have any questions, please feel free to contact me. See you in Newport Beach.

attachment

Attachment to Letter N

General Instructions for Session Chairs
24th Vertebrate Pest Conference (2010) – Sacramento, CA

1.
Identify and make contact with speakers in your session before your session begins. Check with the program chairperson (Terry Salmon) for assistance, if needed.

2.
Instruct speakers on how you will indicate that their time is up (e.g., stand up when 1 minute is remaining; display a sign, etc.)

3.
Check with the persons operating room lights and the laptop computer for PowerPoint presentations to make sure all is in order.

4.
Instruct speakers to repeat questions from the audience so that the entire audience hears the question.

5.
Start the session on time.

6.
Use the lavaliere microphone for all speakers.  Attach it high on the person’s chest, pointing toward the mouth; if the podium is to one side of the room’s screen, the microphone should be placed on the side of the person’s chest to which they will naturally turn when they look toward the screen.
7.
Stop all talks on time.  Allow questions from the audience only if there is time remaining.

8.
Be prepared to fill in program gaps when a speaker ends early and no questions are forthcoming.  Do not start the next speaker until the time listed in the program.

9.
Do not change the order of the program without authorization from the program chair or conference chairperson;  if changes have been made in the topics or speakers since the final program was printed, announce these at the beginning of the session and again after any refreshment break, as appropriate.
10.  
Collect the two copies of the manuscript and disk from each speaker, and provide these to Proceedings Editor Bob Timm following the session, if possible (or as soon as you can thereafter).  If a presenter does not yet have their manuscript available, ask that they contact Bob before the end of the Conference so that an arrangement for receiving their paper can be worked out.   Important: Please provide  Bob with a written note indicating which speaker(s) did not have a manuscript available so that if the speaker fails to contact Bob, he can track them down prior to the end of the Conference. 
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