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Sample Author Instructions EMAIL - IFLA World Library and Information Congress
SAMPLE EMAIL

Instructions from professional units to authors of IFLA Conference papers 

IFLA World Library and Information Congress 2020, Dublin, Ireland, 15 - 21 August 2020. 
This is intended as simply a guide on what to include; please adapt it as necessary with your own Unit’s details, and rewrite it into a format that works for you.

Dear [insert name], 

Congratulations! Your paper has been selected for the IFLA World Library and Information Congress 2020 session on [insert Session Title] organised by the [insert professional unit name]. The date and time of our session is [insert date and time].
The Session Coordinator is [insert name and email address of contact person]. Please contact them if you have any questions about your participation. 

With the 2020 theme “Inspire, Engage, Enable, Connect”, the audience at this year’s IFLA conference will want to be ‘insipred’ by the presentations they hear! Help us to make this an inspirational session by preparing a lively and interesting presentation.

Please use the checklist below for your preparations:

1. Register for the Conference: https://2020.ifla.org/congress-registration-information/
Early bird registration ends on 15 May 2020. Please be aware that IFLA’s limited financial resources do not permit us to make a contribution to the cost of your attendance at the conference.

A letter of invitation for visa applications can be downloaded if needed: https://2020.ifla.org/congress-registration-information/letter-of-invitation-visa-requirements/
2. Prepare and submit your paper

Your paper is a way to attract people to your presentation and to give attendees more insight into the topic you will present. It is great to make papers available to Congress participants well in advance of the conference so that they have time to read and digest them and possibly prepare questions or comments for during the session. Once your paper is in the IFLA Library it will be available to all Congress participants, including translators, who will be preparing translations in advance too.

Complete the Author Permission Form: http://forms.ifla.org/node/add/wlic-authors-permission-form  before 31 May 2020. This gives IFLA permission to make your paper available online in the IFLA Library: http://library.ifla.org/. The data you submit on this form will appear in the printed and online programme. 

If you cannot complete the Author Permission Form for any reason, please email papers@ifla.org to report this, giving the reason.

Read the instructions and information for authors and presenters:  https://2020.ifla.org/conference-programme/guidelines-for-paper-authors-and-presenters/
Use the template for formatting your paper correctly: https://2020.ifla.org/wp-content/uploads/2020/01/paper-template-2020.docx
Submit your completed paper as an email attachment in a Microsoft Word compatible format to: [insert unit’s contact person/email address for full papers] not later than [change to unit’s deadline if relevant] 31 May 2020. We will check your paper and have it uploaded to the IFLA Library (as long as we have received your Author Permission Form) as soon as possible after it is submitted.

3. Prepare for your presentation

Send a brief biographical statement which can be used by the Session Chair in introducing you to [insert unit’s contact name and email for submitting this information].

Read the guidelines for speakers which explain how to prepare your presentation and how to upload it when you arrive at the conference venue: https://2020.ifla.org/wp-content/uploads/2020/03/guidelines-speakers-wlic-2020.pdf
Don’t assume your audience members will have a good understanding of English so prepare your slides and script with this in mind. 

A Web browser can be launched from your presentation if you put a link in your presentation that you can follow.

Take a look at some of the other resources to help you prepare your presentation:

· https://2020.ifla.org/conference-programme/guidelines-for-paper-authors-and-presenters/
· How to make visual presentations accessible to audience members with print impairments
· WLIC logos 
4. At the conference

Register on site to receive your badge and conference bag.

Upload and test your presentation in the Speaker Preview Room at least 2 hours before our session. There will be people there to help you with this. Instructions are in the speaker guidelines: 

https://2020.ifla.org/wp-content/uploads/2020/03/guidelines-speakers-wlic-2020.pdf
Please turn up at the session 10 minutes before it is due to start and introduce yourself to the Chair who should be waiting at the front. The Chair will indicate where you should sit.

It is always exciting to attend the Opening and Closing sessions. Social events you are welcome to join include the Exhibition & Opening Party (Sunday 16 August) and the Cultural Evening (Tuesday 18 August). Optional library visits take place on Friday, 21 August 2020. Non-Local Library Visits (Full-day) for which you can register online and Local Library Visits (Half-Day) for which you can register when you are onsite.

You are also welcome to attend our Standing Committee meeting as an observer, we will meet at [insert time and date] and at [insert time and date]. 
Full details of all other meetings and events that will take place at the conference can be found in the online programme https://2020.ifla.org/conference-programme
Please do not hesitate to contact us if you have any questions.

With kind regards, 

Session Coordinator/ Section Officer/etc.
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