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IS section liaison procedures and Pass-Down
for the annual AAA meeting
CONTENTS:

1. Overview

2. Responsibilities

3. To-do timeline

4. List of contacts, including summary of interactions

ATTACHMENTS (at end of the memo):

1. 2005-2006 example of To-Do List for Section Liaison from chairperson 

2. 2005-2006 example of time-line from the chairperson
3. 2005-2006 example of letter asking for submissions and volunteers

Notes to be incorporated into CONTENTS:
1. Should attend the relevant committee meeting at the preceding year’s AAA meeting.

a. Consult AAA meeting program  for time and date
2. Should attend the Executive Committee meeting at the IS mid-year meeting.

a. Will be asked to present an update

b. Be sure to identify when this meeting occurs. It is usually the day before the actual IS mid-year, during the PhD students’ research forum.

3. Main responsibilities:

a. Collect submission articles via AAA website

i. Monitor AAA website for submissions and volunteers

1. Will need a liaison userid and password from AAA database administrator to use the website. Should get this in mid-December (received it 2005_1212)
a. Kathy Casper (Annual Meeting Database Administrator) kathy@aaahq.org [kathy@aaahq.org] 

ii. Assign reviewers and discussants via AAA website

1. If not enough volunteers, use prior year list of volunteers and send emails asking

2. Encourage PhD students to volunteer as reviewers, but need to assign them as a 3rd reviewer

iii. Expect to get emails from submitters and other volunteers

1. Keep a file of these

b. Collect reviews and decide which articles are accepted/rejected

i. Note that unlike journal submissions, it is not policy for the rejected submitters to receive the reviews. 

ii. Be aware of and sensitive to the fact that these decisions may have consequences on the careers of submitters. 

1. May get email or phone call from rejected submitters asking you to explain why

a. Be courteous. Explain why their article was rejected and/or how the decision is made. 
i. May want to forward them the reviews, although this is not part of the ‘deal’ with AAA submissions. 
ii. DO NOT talk about other articles. It is not relevant.
iii. Suggestions for calculating the acceptances/rejections

1. Assign a point scale to the reviewers’ comments and use a ‘robust imperfect linear model’ (Dawes 1979)
c. Plan discussion panels via AAA website

d. Plan for meetings at the current year’s AAA meeting
i. Set-up time and room for two meetings for the AAA annual meeting:
1. IS Section midyear meeting planning committee meeting 
2. IS Section Executive Committee meeting
4. If the following year’s liaison has been identified, work closely with this person so she/he knows the routine.

a. Usually this person acts as the current year’s ‘assistant liaison’ and helps with the current year’s responsibilities. It, however, is strictly up to that person what they want to do. 

5. Probably first action item is the letter asking for submissions and volunteers. This goes out under the liaison’s name but is actually sent via the section president. 

a. With the 10 January deadline for submissions, it was sent out about mid-December. The earlier, the better. 

i. Sent out to all section members 2005_1229
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Section 4: List of Contacts, including summary of interactions
· President of the IS section

· For 2005-2006, was Stephanie Bryant, University of South Florida Bryant, Stephanie [sbryant@coba.usf.edu]
· Incoming 2006-2007, will be Scott Summers
· Interactions:

· In charge of Executive Committee meeting at IS mid-year meeting, where the liaison should present an update

· Will coordinate for the president any IS meetings, rooms, etc., needed at the annual meeting
· Chair of the Program Planning Committee for the AAA Annual
Meeting
· For 2005-2006, was Frances Ayres, University of Oklahoma Ayres, Frances L. [fayres@ou.edu]
· Interactions:

· Coordinates all section liaisons

· Will assign a timeline of to-do’s

· Monitor any emails from the chair—may have ad hoc action items in them
· Kathy Casper (Annual Meeting Database Administrator) kathy@aaahq.org [kathy@aaahq.org]
· Interactions: 

· Get userid and password for AAA website

· Work with if any problems or needs concerning AAA website

· ATTACHMENT #1: 2005-2006 example of To-Do List for Section Liaison from chairperson (dtd. 09/14 2005)
To-Do List for Section Liaisons

1. Liaisons will have access to the database no later than October 7, and should begin monitoring the number of reviewers signing up to serve their Section, and the number of submissions (particularly papers). A minimum of two reviewers is recommended for each paper, so Liaisons should be actively recruiting during early fall.

2. December 12: Early submission deadline. Liaisons should begin assigning papers to reviewers. Although reviewers may be assigned to more than one paper, it is advised that reviewers not be assigned more than 3 papers.

3. January 9: Final submission deadline. Liaisons should monitor the number of moderators and discussant volunteers and recruit as necessary. Monitor completion of reviewer reports and send reminders as necessary. 

4. January 23: Deadline for all submissions to have been assigned to reviewers. Monitor reviewer progress in completing their assignments, sending reminders as necessary.

5. February 20: Deadline for reviewers to have submitted their reviewer reports.

6. February 20: Date you will be advised of the number of sessions allocated to your Section. Date you will be advised of the number of forum papers you may accept.

7. March 6: Deadline for Liaisons to have completed the SET-UP of their allocated sessions. This includes providing a title for the session and designating whether it will be a paper session or a panel session.

Note: If you are creating a panel or paper session that is not based on traditional submissions, the Section Liaison is responsible for entering the panel or papers into the system AS THOUGH THEY WERE TRADITIONAL SUBMISSIONS. The submissions must then be accepted (by-passing the review process), so they are ready to be assigned to a session.

8. March 13: Deadline for Liaisons to complete ASSIGNMENT of papers and panels to sessions. This includes forum session papers.

9. March 13: Deadline for Liaisons to have assigned Moderators and Discussants to sessions.

10. March 27: Release of acceptance/rejection information (including reviewer reports) to authors/submitters and Moderators/Discussants. Participants begin the confirmation process.

11. April 24: Deadline for participants to complete the confirmation process. Liaisons are responsible for monitoring confirmations to be sure this deadline is met. 

NOTE: Liaisons are also responsible for finding replacement papers, notifying authors, finding replacement moderators/discussants, so that their Section’s portion of the program is complete by April 28. 

12. May 12: Final deadline for changes to the printed program. ABSOLUTELY NO CHANGES TO THE PRINTED PROGRAM WILL BE ACCEPTED AFTER NOON EASTERN ON FRIDAY MAY 12. Changes made to the online program after May 12 will NOT appear in the printed program.

13. July 10: Deadline for changes to appear in the Program Addendum.

14. July 24: Deadline for changes to the online program (including submission of revised papers). 

Important Things to Remember:

Section Liaisons will be responsible for keeping the online program up-to-date, in terms of Moderator changes, Discussant changes, paper replacements, affiliation changes, etc. AFTER MAY 12: All changes should be sent to the Sarasota office (Kathy@aaahq.org) for inclusion in the program addendum. AFTER JULY10: All changes/corrections should be sent to the Sarasota office (Kathy@aaahq.org) for updating to the online program.

Technical questions or problems with the online system should be directed to the Sarasota office (Kathy@aaahq.org). Detailed instructions will be provided in each section of the online system, as well as a FAQ (Frequently Asked Questions) document. There will also be an “Overview” document to explain how the system works in more general terms.

Questions about the Annual Meeting program, i.e., how long sessions last, how much time to allow for presentations, availability of equipment, etc., should also be directed to the Program Chair.

Questions from submitters, reviewers, moderators, and discussants will be directed to the Section Liaison. Liaisons should be prepared to handle situations such as authors wanting to replace papers after the reviewers have completed their reports; participants who have trouble accessing the system; scheduling conflicts; and other issues. NOTE: Authors will be instructed to send revised papers to the Section Liaison for approval. The Section Liaison will then forward the revised paper to the Sarasota office (Kathy@aaahq.org) for posting.

ATTACHMENT #2: 2005-2006 example of time-line from the chairperson (dtd. 09/14 2005)
Annual Meeting 2006 – Tentative Timeline
September 1 (Friday) Post exhibitor information (Administrative Task)

September 19 (Monday): Online submissions open
October 7 (Friday): Database available to Liaisons.

October 17 (Monday): Deliver Business Meeting and Luncheon information to Dee Strahan. (Administrative Task)
December 12 (Monday): Early submission deadline. Submission fee applies after this date.
December 12 (Monday): By this date, Liaisons should have at least as many reviewers signed up as they have submissions to date. They should begin assigning papers to reviewers immediately.

January 9 (Monday): Final submission deadline for papers, panel proposals, and CPE proposals.

January 23 (Monday): Final deadline for all papers to have been assigned to reviewers.

January 27 (Friday): Liaisons should continue recruiting potential moderators and discussants.

February 6 (Monday) Determine exhibit hall give-away, if there is to be one. (Administrative Task)
February 6 (Monday): Deadline for advising the program chair how many sessions can be accommodated (number of rooms available). See next entry...

February 20 (Monday): Deadline for the program chair to allocate sessions to the Sections. We must know well BEFORE February 20 how many TOTAL sessions can be accommodated.

February 20 (Monday): Deadline for reviewers to have submitted their reviewer reports.

March 6 (Monday): Deadline for Section and At-Large Liaisons to complete the SET-UP of their allocated sessions, including title and type (paper/panel).
March 6 (Monday): Program chair provides the sessions assigned to time-slots (preliminary) to Dee Strahan and Debbie Gardner. This includes non-submitted session, i.e., plenary follow-ups, AICPA-sponsored panels, Innovative Award session, or other special sessions created by the Program Chair or Section Liaisons.
March 13 (Monday): Deadline for finalized session assignments to timeslots.

March 13 (Monday): Deadline for Section and At-Large Liaisons to complete ASSIGNMENT of papers and panels to sessions.  This includes forum session papers.

March 13 (Monday): Deadline for assignment of moderators and discussants.

March 27 (Monday): Release of acceptance/rejection information (including reviewer reports) to authors/submitters and moderators/discussants. Participants begin the confirmation process, including a/v requests.
April 10 (Monday): Deadline for ELS forum session proposals. 
April 24 (Monday): Deadline for participants to complete the confirmation process.
April 24 (Monday): Deadline for special a/v requests to be sent to Section presidents for approval.

May 1 (Monday): ELS forum session acceptance/rejection notification to submitters.

May 1 (Monday): Deliver Executive Council/Staff room information to Dee Strahan. (Administrative Task)

May 1 (Monday): Deliver plenary and concurrent session audio/visual requirements to Dee Strahan.
May 8 (Monday): Deadline for changes to the FINAL program. Release program to the Section newsletters. Publish program on the web. Deliver program document to Dee Strahan and Debbie Gouwens.

May 8 (Monday): Deadline for Section presidents to approve a/v requests. 

May 12 (Friday): NO CHANGES TO THE PRINTED PROGRAM WILL BE ACCEPTED AFTER NOON (EASTERN) ON FRIDAY MAY 12.

May 15 (Monday): Print program goes into production. 

May 15 (Monday): Deadline for sending plaque/award information to Sarasota office (for awards to be presented at the 2006 Annual Meeting). (Administrative Task)

May 15 (Monday): Deliver exhibit hall give-away (drawing) information cards to Debbie Gouwens. (Administrative Task)

June 2 (Friday): Deadline for sending AAA Council, AAA Committee, Section/Region Officers information to Sarasota office (for the online directory). (Administrative Task)

June 16 (Friday): Deliver final head table numbers for plenaries and AAA lunches to Dee Strahan.

June 26 (Monday): Deliver CPE audio/visual information to Dee Strahan. (Administrative Task)

July 10 (Monday): Deadline for scheduling changes to appear in the Program Addendum. Copy to Dee Strahan and Debbie Gouwens.

July 14 (Friday): Deadline for shipping items to Washington, DC.

July 21 (Friday): Deliver CPE verification forms and room assignment lists to Debbie Gouwens. (Administrative Task)

July 24 (Monday): Deadline for changes to the online program (including submission of revised papers). Send scheduling changes to Dee Strahan and Debbie Gouwens.
ATTACHMENT #3: 2005-2006 example of letter asking for submissions and volunteers (dtd. 1221_2005)
Dear IS Section Member:

Believe it or not, we are already planning for the 2006 annual AAA meeting in Washington DC (August 6-9). We need your help in making the IS section's contribution to the meeting successful. 

As usual, we are asking for paper submissions and volunteers to serve as reviewers, discussants, and/or moderators, plus proposals and volunteers for panels. We expect to have two or three IS panel sessions during the annual meeting, so please don’t hesitate to offer suggestions for panels as soon as possible. (I will also be canvassing for panel ideas and volunteers at the IS mid-year meeting.) 
All submissions, including research papers and panel proposals, as well as volunteering as a reviewer, discussant, and/or moderator can be done online at
http://aaahq.org/AM2006/submit.htm
The deadline for submission of research papers is January 10, 2006.  Note that there is no charge to submit a research paper to the annual meeting.  
In your submission, please be sure to designate the IS Section. We encourage you to respond as soon as possible.  In particular, we ask that you volunteer today as a reviewer if at all possible.  It only takes a few minutes to sign up (see description below) and you will avoid me having to bother you with more e-mails.  If you have any questions, please send me an e-mail.  
Thanks in advance for your help in making the 2006 AAA Annual Meeting a success!

Patrick Wheeler
Email: wheelerp@missouri.edu

Phone: 573-882-6056
