TEM 11th LESSONS LEARNED

1. Registration process shall be revised:

a. Registering names shall be forwarded to the registration committee directly (not Saudi Aramco site);

b. Improve follow up with Saudi Aramco Attendees (non-IT in particular)

c. Registration for courses shall be handled by the provider (separate from registration on conference)

d. Register Saudi Aramco delegates one day before the conference.

e. Continuously check number of on-line registration (about 40% registered one day before the conference)

f. Need a unified list of people registered (upon to the night before) as I saw about 4 or 5 lists around the registration area?
2. Develop a procedure for the amount to be deducted from the course provider.

3. Employ freelance supporting staff

a. Secretary

b. Web master

c. Accountant

4. Develop a procedure for obtaining speaker’s visas

5. Plaques should be tagged on the cover to eliminate confusion, organize better next time.

6. Open the event for participation of individuals.  Limit invited speakers to one per session. 

7. Continue the tradition of having a student session.

8. Student Session:

a. Develop rules for the competition for student projects.

b. Improve students’ projects selection for the event.

9. Add vendor’s exhibition

10. Reception Area for VIP/speakers

a. Need for VIP reception area for invited speakers to come directly to with a large sign showing the reception desk for VIP/invited speakers
b. Have nice reception area for gusts, speakers for the purpose of networking.

11. Need 1 newsletter to be ready for distribution at start of day one mentioning any changes, nice welcome etc..
12. Need a booth for the different societies we have so we can attract new members 
13. Need the coupon for bag which should be numbered so we know how much are remaining at any moment
14. Need the area for distributing bag next to the registration desk
15. Need a PC with project ability so we can show announcements, changes to the program, etc....
16. Need to organize a special meeting with the invited speakers, to get their feedback and make them feel that from now they are part of this event.
17. Microsoft keynote speech was of Ad type (marketing).  It should not be like that.  This needs to be discussed in details.
18. Technical Program

a. In panel discussion, it is a panel for discussion so no need for lengthy presentations and lectures.
b. Avoid the 5 minutes break before the keynote speech (ply it differently).

c. Technical program, though good, was too short (20minutes), particularly for guest speakers.

d. Building and rooms very small (maybe require 3 parallel session if space limited)

e. Some technical papers were very poor (better scanning next time).

f. Improve attraction of good foreign speakers.

19. Publicity could have been better (within and out with KFUPM)

20. Get all volunteering students (helping in the event) to wear IEEE (event) T-shirts to be easily recognized.

21. Assign delegated students for each room (help in handling microphones for questions, water for speakers, etc.)

