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Conference Attendance Guidelines

 General guidelines for conference attendees

· Purpose of sending people to conferences

· The primary purpose is to benefit the University and its constituents by furthering the knowledge and skill level of all University staff related to University business operations and the enterprise wide information systems that control those business operations.
· Those attending conferences should be key people who need in-depth knowledge, skills or perspective of these matters.

· Those attending conferences should also be key people in helping to encourage and train others about these matters.
· Attendees are strongly encouraged to 
· Attend all possible conference sessions.

· Review conference proceedings (provided via CD) for other sessions pertinent to their work area. 

· Pass on appropriate ideas and resources to other University staff.

· Attendees are required to provide a short write up (in paper and electronic format) of their conference experiences as outlined below within a month after returning from the conference.  Examples will be given. The EISE project director will make these resources available to all EIU staff working on the EISE project or who would otherwise benefit.

· A minimum one half of a page describing or outlining 

· the attendees general impression of the conference

· important knowledge, skills or perspective gained 

· Lists of people (university or vendors) or other contacts gained via formal and informal sessions
· For each session attended
· A minimum one fourth of a page describing or outlining the nature of the session and important facts or resources that would benefit others
· Attendees are also required to attend a few pre and post conference meetings designed to maximize the benefits gained by all attendees and help pass on valuable information to those not attending.
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