Information for workshop organisers
Please register for the conference as soon as possible. Presenters who have not registered by 30 May cannot be included in the conference programme.
Getting around at the congress: hosts and hostesses (ELTE and MOME students) will guide you and signposts will also indicate the way to the lecture rooms. A speakers ‘room will be available for a last check on your presentation.
Presentation venues and equipment: we can provide paper, pencil s and pens for the workshops – all other materials have to be provided by workshop leaders. All congress rooms will be equipped with a projector and a PC computer with Office 2007. A technical assistant will be available before the first session in the morning and between each session (in all coffee breaks and the lunch break) to help workshop organisers rearrange the room if necessary and upload their presentations. Please bring yours on an USB. It is also possible to use your own laptop – please make sure it is installed before the start of your session.
The date and time of your workshop is included in the Preliminary Program available from now on the congress web page, http://www.insea2011.org/#Program. The venue of your workshop will be indicated in the Final Programs of the Research Pre-Conference and the Main Congress available from 10 June at the same site and also included in your congress bag. Please be on time for your session: arrive at least 10 minutes prior to its beginning.
Duration of a workshop: maximum 90 minutes. After your workshop, please make sure to rearrange the room if you altered  it, so that presenters of the next session could start on time..
Session chairs:  workshops will be introduced by their organisers, no session chairs will be appointed. 
[bookmark: _GoBack]Rescheduling no more possible: while preparing the preliminary program, we have received and observed many requests. Due to the complexities of scheduling a high number of presentations, the conference organisers cannot make individual arrangements with presenters for the timing of their events.
Please cancel in time if you need to: there are always unavoidable reasons why delegates have to withdraw at short notice and we fully understand this. However, if you become aware that you are unlikely to be able to attend, please let us know as soon as possible.
