IEDM 2024 Subcommittee Chair Information Package

On the following pages are email templates for use in communicating with your subcommittee members throughout the year. On each page, there is a brief description of that email’s purpose, and when (approximately) you should send it out.  Each email has parts that are marked in red italics, which you will need to alter to fit your subcommittee and the appropriate dates / locations for this year’s conference.  You are also free to make other changes to personalize the notes for your needs – these are just templates to help you remember some of the key information that is needed.

The basic flow of work for the year is as follows:

Jan/Feb:
· Collect suggestions for new committee members, as well as invited speakers. Refer to the files that have been provided for lists of previous members (if someone was on the committee in the past in any position, he/she cannot re-join for three years) and previous invited speakers, to avoid duplication and inviting ineligible candidates.
· Contact old members to verify they are returning (NOTE – make sure to check with TPVC first for any old members who were not performing in last IEDM review process); make preliminary contact to new members, to gauge their interest. It is very important that you Do NOT make final invitations to members until after the April meeting. We must assure balance and compliance with the maximum number of SCMs from a given entity across all the subcommittees – hence this might lead to an otherwise excellent candidate being shifted to a future year.
· Respond to email requests from other committee members for suggestion on short courses, plenary speakers, invited speakers, etc.
· See example Email #1 for an example of a note sent to previous committee members, verifying that they are willing and able to continue with the committee for a second year
· See example Email #2 for an example of a note to send to a new potential committee member
· See example Email #2A for an example of a note to candidates who were not chosen to serve last year after the SC was finalized at the April meeting.

 see example emails #1-3

April:
· Attend executive committee meeting which will be in person. Attendance at this meeting is mandatory. You will participate in pulling together many parts of the conference at this meeting, but your main responsibility is to come prepared with a preliminary list of committee members for your subcommittee (SC), with backups, and a couple of names for invited speakers for your session.  These will all be discussed, and the final SC composition will be chosen at the April meeting. The subcommittee should have a balanced representation of affiliations (>50% industry), gender and geography (US (East/West)/Asia/Europe). Also, there is a “black out” period for former SC members (3 years) to be eligible again.
· Prior to the April meeting, you may check with the potential nominees if they are interested in being a SC member, but make sure that this is kept confidential until approval. For the SC member, participation in both the August Technical Committee meeting for paper selection and the Conference itself in December are both absolutely mandatory. 
· After the meeting, you will send out official invitations to all your subcommittee members and get their complete and collect their full contact information.  This needs to be sent to Canfield Event Management for compilation and include the TPVC on this communication.
· Once you have received confirmation from the SCMs you will need to enter their details into our online submission platform Mira. The publication chairs will be in touch with you to explain how this is done.
· Contact and confirm the chosen invited speakers and return their full contact info to the TPVC.

 see example emails #4-6.

July:
· Go over dual-listed papers in your SC together with the other SCCs and the publication chairs, to make certain that all submissions are assigned to only a single committee before we send out the papers to the SCMs.
· Send note to subcommittee members with instructions on paper reviewing, and deadline dates for them to return their scores to you.  Please advise each member that they should be prepared to defend and/or discuss their scores at the August meeting, along with any evidence of pre-publication. You also need to review the papers yourself, of course.
· Compile all the subcommittee scores into Exordo and send back to subcommittee members PRIOR TO the August paper selection meeting.
· Follow-up with the invited speakers in your session to make certain that they submit an abstract on time. Invited authors need to submit an abstract which lives up to the general standards of IEDM, there are no exceptions to this rule.

 see example emails #7-8.

August/September:
· Attend the Paper selection meeting (date to be announced – likely 25-26th of August 2024, somewhere in the US) and lead your subcommittee in the paper selection process. More details will be given to you at the meeting itself, but in general you will need to proceed through the papers in order of their ranking by the subcommittee (highest to lowest). Each paper needs to be discussed by the group – make sure everyone participates as appropriate – and a final vote by the entire group is taken to determine accept/reject.
· To speed things up, it is okay to take a group vote on simply accepting the papers ranked in the top 10 – 15% and rejecting those in the bottom 25 – 30%. However, when doing this, be sure to allow the subcommittee members ample time to comment on any in these groups prior to the vote, if they have strong feelings contrary to the ranking.
· Your subcommittee will also put the selected papers into sessions, choose session chairs (from among the subcommittee members – usually first year members are asked to be chairs), choose the top student paper in your area, and write up briefs on the key papers for publicity.
· At the end of the Paper selection meeting, you will be asked to suggest one or two members of your subcommittee who would be good candidates for SCC the following year. These should be people who have been on the subcommittee for two years already, and who have been active participants with good potential for leading the group going forward.
· You will be sent a small batch of Late News Papers for review. You review these yourself (they are not sent to the rest of the subcommittee, but you may consult colleagues for reviewing), and enter your scores into MIRA similar to regular papers.
· After the Paper selection meeting, you should send a note to thank your subcommittee members, and to remind the chairs to contact ALL the authors in their sessions to confirm attendance. The chairs should in turn relay this information to you, and when all have confirmed, you should pass this information along to the Technical Program Vice Chair.

 see example email #9

Sept/Oct:
· Send a brief note to your session chairs, reminding them to register for the conference and to confirm their attendance. You can also tell them at this time if any Late News Papers have been accepted for their sessions.
· You will also receive a set of student papers and a schedule for their presentation at the conference. You need to read the papers ahead of time, so you will be ready to review them at the conference itself.

 see example email #10

December:
· Attend the conference. Your main responsibilities are to make sure that all of your session chairs are at their appropriate sessions (and know what to do), and to attend the student papers you have been assigned for judging.
· Score your student paper assignments according to the instructions which you will receive them by the TPVC, and plan to stay all the way through Wednesday late afternoon/evening to attend the final wrap-up meeting and dinner on Wednesday evening.
· At the wrap-up meeting, the best student paper will be chosen, and the new SCCs for the following year will be announced.
· After the conference, your final duty is to transfer to your new SCC all the info you used the previous year. Most importantly, you need to put together the starting list of subcommittees returning members (and any comments on those who did not fulfill their responsibilities) as well as your list of potential new members.
Example emails:

1) When: January 
To: Second Year Members of SC 
Subject: IEDM MT 2024


Hello to the 2024 Memory Technology Subcommittee Members!

As the chair of the MT subcommittee for the upcoming IEDM 2024, I wanted to contact you to see if you would be interested in returning to the committee this year.  All of you did a great job last year, so I hope that you will be willing to come back and support the committee again this year.

As before, being a subcommittee member will require you to review all the papers submitted to the MT subcommittee – they will be mailed out to you in late July – and to attend the paper selection meeting in-person at the end of August (currently we target in Orlando on 25-26th of August 2024).  In addition, as a member of the IEDM committee, your attendance at IEDM in December in San Francisco is required

Please confirm your interest by replying to this note as soon as possible.  We will be meeting to put together the subcommittees in a few weeks and need to have a firm count of how many returning members are still interested. If you have any questions, please feel free to contact me.

Thanks, and I look forward to hearing from you all!


2)	When: January /February
To: Potential New Subcommittee Member
Subject: Memory Technology Subcommittee for IEDM 2024

(Note which you may send to POTENTIAL new subcommittee members, to see if they are interested. This is not mandatory if you know from your network that a person is very likely to interested:
It is important to make it clear that this is only an initial inquiry, and that the final determinations will be made at the April meeting.  For that meeting, you will want to have a list of sufficient potential new members to make up a 12-13 person committee (with the returning members), as well as several backup options.  When composing the committee, remember that you need to have a good geographical distribution (with at least a couple members from Europe and Asia, respectively), a good gender balance, a good balance between University and Industry (preferably at least 50% industry), and no more than one committee member from any given institution (including yours!). Refer to the file in your email for a list of previous members; if someone was on the committee in the past in any position, he/she cannot re-join for three years.  At the Virtual April meeting, we will be evaluating all the committees together to be sure the overall balance is correct in all areas, and to be sure that there are no more than four persons from any institution on all of the committees combined. Therefore, it is important to have backups!)

Hello --

I am the chairperson of the Memory Technology subcommittee for this year's IEDM 2024 conference.  Your name has been given to me as a possible member of the subcommittee for this year, so I'm writing to you to see if you would have any interest in being on the committee.  Please note that this is not an official offer to be on the subcommittee at this time, but rather just an initial inquiry to see if you are interested, and whether you would be able to fulfill the responsibilities required:

1) Review of approximately 100 submitted abstracts around Memory Technology. The abstracts would be sent to you in late July, and your reviews would need to be completed in approximately 3 weeks.
2) In-person attendance at a two-day, final paper selection meeting held end of August in the US, exact date will be communicated later but tentatively we are considering the 25-26th of August 2024.
3) Attendance at the IEDM conference itself, held in the beginning of December 2024 in San Francisco.

Note that the actual amount of work involved is not large, but attendance at the two events is mandatory, and expenses would be your responsibility.  It is usually a very enjoyable experience, so I hope you will be interested.

Please respond as quickly as possible to let me know if you are interested. If you are, I will add your name to the list of possible new members but remember that no official offer is being made at this time. The full executive committee meets in early April to choose the final subcommittee members from all the potential nominees, based on the needs of the conference at that time.

Thank you very much, and I hope to hear from you soon!


2A)	When: April – after the executive committee meeting
To: Potential New Subcommittee Member
Subject: Memory Technology Subcommittee for IEDM 2024

(Note to subcommittee candidates who were not chosen to serve after the SC was finalized at the April meeting)

Dear 

Thank you for your willingness to serve as a 2024 IEDM technical subcommittee member.  The staffing of the subcommittees was finalized at the April planning meeting. Due to regional and institutional balance considerations, the Executive Committee decided to maintain your position on a reserved list to be considered next year for the 2024 IEDM.

I hope you will be willing to serve again if contacted.

Sincerely,


3) 	When: January/February
To: Second Year Members of SC 
Subject: Invited Speakers for IEDM 2024 MT

(Note asking for inputs from the returning subcommittee members for invited speakers for your sessions.  Usually, each subcommittee has two invited speakers, and these are selected at the April meeting; you need to have two front-up candidates, as well as a couple of backups, for discussion at that meeting.  Getting inputs from the returning members helps get a diverse range of ideas (and saves you from having to think everything up yourself)!
No person serving in any capacity on the committee can be an invited speaker.  Please also check the lists provided of earlier invited speakers as well as recent SCMs, there is some flexibility here but in general it is advisable to not invite the same people again)

Hello --

I'd like to ask for your suggestions for invited speakers at this year's IEDM conference, specifically for our Memory Technology sessions.  We typically have one or two invited speakers each year, and these are chosen at the executive committee meeting at the end of this month.  Invited talks are an important part of the IEDM and attendees look forward to hearing high quality presentations describing state-of-the-art developments. Please note that invited talks are not intended to be review papers but should include some review material and some new results.

To help guide you, attached is a list of the recent speakers we've had at IEDM, arranged by sessions – we do not want to invite someone who has recently been invited, but these give you a good idea of the types of people / talks from past conferences.  For your suggestions, please include the person's name, affiliation, and email address, along with the topic you would expect him/her to talk about.

PLEASE send me your suggestions ASAP, as I need to compile a list in the next week.  So that we get a diverse set of inputs, I would really appreciate it if each of you could send me AT LEAST ONE NAME.

Thanks a lot for your help!

ATTACH: Invited Speaker Spreadsheet


4)	When: April (post exec committee meeting)
To: New SC Member
Subject: Memory Technology Subcommittee for IEDM 2024

(Note to send to new member of the subcommittee, confirmed at the April meeting.  This is their official invitation, and they will need to respond with an official confirmation, as well as their pertinent contact information.  This info will need to be compiled (along with the same information from the previous members) and sent to the TPVC and Canfield Event Management to make up the final lists of all the committees. Naturally, as the number of papers varies substantially from one committee to another, please adjust this number here.)

Hello --

As you probably remember, I am the chairperson of the Memory Technology subcommittee for this year's IEDM conference, and I contacted you a few weeks ago about serving on the committee this year.  I've just returned from the Executive Committee meeting, and I'm happy to say that I can now extend you an official offer to be on the subcommittee this year.  I hope that you are still interested in participating.  Just as a reminder, your main responsibilities would be:

1) Review of approximately 100 submitted abstracts in the field of Memory Technology. The abstracts would be sent to you in mid-July, and your reviews would need to be completed in approximately 3 weeks.
2) Attendance at a two-day, final paper selection meeting held in the US at the end of August, date and venue TBD.
3) Attendance at the IEDM conference itself, held December in San Francisco (tutorials and short courses (December X)

Note that attendance at these events is mandatory, and more detailed information on dates and the paper review process will be sent to you in the next few months.

Please respond as quickly as possible to confirm that you will be able to be on the subcommittee this year.  In your confirming email, please include the following information:

Complete mailing address
Telephone 
Preferred email address

Thank you very much -- I look forward to working with you on the subcommittee this year and hope to hear from you soon!

5)	When: April (post exec committee meeting)
To: Invited Speaker
Subject: Invited Talk for IEDM 2024

(Note to an invited speaker, who has been confirmed at the April meeting.  After you receive a response, with the proper contact information, you will need to forward that info to the TPVC, who is then responsible for following up.  For your information (in case a potential speaker asks), IEDM does not generally give any sort of financial support to invited speakers.  Also, invited speaker abstracts and talks follow the same process and format as standard talks – including submission of the 4-page abstract for review at the summer meeting.  (Note that it is VERY rare for an invited abstract to be rejected, but we do review the invited talks to make suggestions on content, so that we can insure the best possible presentation at the conference).

Dear –

I’m writing to you as the Memory Technology subcommittee chair for this year's IEDM meeting, to be held in December in San Francisco in person.  As a recognized expert in your work, I would like to invite you to give a talk at this year's conference.

Each subcommittee area has two invited papers each year, and this year's committee thought that your work would be of interest to the Memory Technology audience.  The general area we would be interested in hearing about would be something like "Sample title or subject area" but it would of course be up to you what exactly the talk would cover and how it would be focused.  For invited talks at the IEDM, the speaker should give some solid background on the area and a general overview of his/her work (and any important work of others in the field), as well as giving some new material. That is, it is desired that the talk is not simply a review paper, but also include new results from your current work as well.

I hope you will be interested in giving an invited talk. If you need more details about the conference or the talk itself, please feel free to call me at ### - ### - ####.

Please let me know as soon as possible if you are interested.  If so, please send me your complete contact info (address, phone, email) as well as a title for the talk you'd like to give.

In addition, invited speaker abstracts and talks follow the same process and format as standard talks, including:

1) A submission of the 4-page abstract (2-page of text & 2-page of figures) for review before IEDM paper submission deadline in mid-July – no exceptions
2) A presentation should be given only by the invited speaker him/herself at the 2024 IEDM.
3) IEDM does not waive the registration fee for invited speakers.  If you agree to present at IEDM, you will be responsible for any travel and registration fees.

Thanks for your help, and I look forward to hearing from you!



6) 	When: April (post exec committee meeting)
To: Entire SC Membership
Subject: Official Welcome Letter and Crucial Dates

(Once all the new members have responded that they will join, and Canfield Event Management has had a chance to compile the info, you will receive an “official welcome letter” to send to the entire subcommittee. You can email the welcome letter to your committee, but if any of the members have trouble opening the attachment, you should offer to send them a hardcopy instead.)


Hello Memory Technology subcommittee members

Once again, I want to thank you all for participating.  Attached is the "official" welcome letter from IEDM 2024, which outlines the critical dates and procedures for this year's paper selection process and conference.  It also contains the list of all your names and addresses – if you see any errors in that list, please let me know immediately, so I can correct them.

If you have any trouble opening the attachment, please let me know.

Attach: Welcome Letter

7)	When: August
To: Entire SC Membership
Subject: IEDM Paper Ratings for MT: Due August (TBD)

(This note is sent to all your subcommittee members at the end of July, just after the abstracts have been sent out for review by Canfield Event Management.  It includes explicit instructions on how to do the scoring based on Exordo.  Note it is very important that you receive all their scores back several days before the August meeting.)


Hopefully you've all received the note below already from Canfield Event Management.

I also wanted to send along a couple of notes on reviewing the papers, to make things go as smoothly as possible:

-- Please be sure to review all of the papers, including the 2 invited talks (by Speaker1 and Speaker2).  The only exceptions are papers on which you or anyone else in your company/university are co-authors -- please mark these with a "C" (for conflict) instead.

-- Be sure to review most thoroughly those papers that are in your area, as your input on those will be the most valuable and needed during our general meeting.  If a paper is not in your area, please try to find a co-worker to help you review it or make your own best judgment -- but do review all papers!

-- When reviewing a paper, please use the 0 - 10 scale suggested in the mailing you were sent.  Also, it is helpful if you make a few notes to yourself on each paper to bring with you for discussion at the general meeting (especially if someone else reviewed a paper for you).

-- If you believe that a paper has already been published elsewhere, please bring a copy of the previous publication with you, so we can judge the amount of overlap between the two.

-- Finally, please enter your ratings by filling in Mira.  This will make it much easier for me to pull everyone's scores together (and less likely for transcription errors on my part!).

Please note that it is very important that I receive your ratings on all the papers by August X (TBC) in order to be able to collate them before the paper selection meeting in August (Date TBD) meeting. After I've collated everything, I will send out the statistics and overall ratings to all of you for your reference prior to the meeting -- which is why I need some extra days to be sure I can get this out to the folks who may be traveling from far away.

Thanks -- happy reading!

Attach: MT Scoresheet (sent by Canfield Event Management)


8)	When: August
To: Entire SC Membership
Subject: Summary of MT Submission Ratings

The following letter need to be updated based on Mira methodology – most likely obsolete since the whole rating and selection process will be in Mira.

(This is the note sent out to the subcommittee members just prior to the September review meeting.  Note it should be sent at least a couple days before the meeting, so that overseas members will receive it in time.  It includes some last-minute instructions for the members, as well as the summary spreadsheet with all of their scores compiled (sample attached in your email).

Hello MT subcommittee--

First, I want to thank all of you for being so prompt with your ratings – it really helps when trying to pull this all together in time to send it out to everyone.

Attached you will find an Excel file with 3 worksheets for your reference.  The first is a list of all the papers, with each person's ratings for it, as well as the average and standard deviation for each paper.  The list is ordered according to the score of each paper -- highest to lowest rating.  I highlighted the top 15% and bottom 30% of the papers, as well as papers with high deviations.  The second worksheet is identical in content to the first but ordered by the ID numbers on the papers (for your reference). Finally, the third worksheet shows a histogram of the paper ratings, which shows the distribution more clearly.

Just a reminder of what to do prior to the Paper Selection meeting:

1) Please check your ratings on the worksheet – if you see any errors there, please let me know IMMEDIATELY, so I can correct them.

2) Please order the hardcopies of all the papers by their SCORE RANK (not their ID number), i.e., the same order as on the first worksheet. We will go through them in this order at the meeting and sorting them ahead saves us time there.

3) We'll go through the papers, starting with the highest score, and discuss each one prior to voting on it. When doing this, I will ask the people who gave the paper the highest and lowest scores to comment, so that we hear both sides. Please look through the worksheets now and make note for yourself of cases where you were high/low score, so you'll have your reasons in mind later. Of course, if it turns out that the paper you scored high/low is not really in your area, it is perfectly fine to say so.

4) If you have evidence of any pre-publication on any of the submissions, please bring a copy of the article with you to the meeting, so we can all look at it.

That's it.  Thanks again for your work so far – looking forward to seeing you all in a few days!


Attach: SSN Compiled Scores Spreadsheet


9) 	When: September
To: Entire SC Membership
Subject: Thanks for your help on IEDM 2024!

(This note is a thank-you to the subcommittee members, as well as some reminders for the session chairs in particular.  These chairs were chosen at the Paper Selection meeting, usually from the first-year members of the committees, and it is their responsibility to be sure that all the authors in their sessions have received proper notification, and that they have confirmed that they will attend.  You will need to roll all of this info back up to the TPC.)

Hello MT subcommittee

Just wanted to send you all a note, thanking you for your participation in the paper selection for IEDM 2024.  There's no question that the conference couldn't happen without the hard work on many people's parts. Your careful review of all the submissions is probably the most important part.  As the subcommittee chair, I also appreciate your promptness in returning your ratings, and how efficiently you all worked through our day's discussions last week.  I think we came up with a very exciting program for this year's conference.

These are the # MT sessions that will be held this year, and the chairs:

	Fill up Session Name and Chairs
	Fill up Session Name and Chairs
	Fill up Session Name and Chairs
	Fill up Session Name and Chairs

As mentioned at the meeting, it is very important that the chairs of each session contact the first author of each accepted paper to let him/her know that it was accepted.  You may do this by phone, FAX, or email, but it is crucial that you receive confirmation from the author -- please don't just send them a note and assume they got it.  Also, it is very important to remind authors who require a VISA to attend the IEDM 2024. In some cases, it takes more than 8 weeks to get VISA, so it is better to warn them to start VISA application immediately.

After you have received positive confirmation from all the authors in your session, please send me an email to let me know.  More details of what info you should convey to the authors is listed on the Session Chairs Responsibility sheet you should have from last week’s meeting.

Thanks again to all of you for your help, and I look forward to seeing you in December!

10)	When: Oct/Nov
To: Session Chairs
Subject: IEDM Approaches

(Final note confirming that all of the session chairs will at the conference itself.  If any chair can’t make it, you will need to find a replacement ASAP (preferably from other members of your subcommittee).

Hello MT session co-chairs --

Just a quick note to highlight a couple of items prior to IEDM, which is fast approaching:

First, and most importantly, PLEASE REPLY to this note to confirm that you will in fact be attending IEDM – I assume you all are, but if something comes up, please let me know ASAP so we can work on finding a substitute for your session.

You should have all received a letter from the TPC by now (or it will be coming soon) with some details on the meeting. Note the pre-conference reception / meeting, which takes place from 7:30pm-9pm on Sunday.  All subcommittee members are invited, but it is especially important that you attend, as they will be discussing last-minute instructions and information that is necessary for running the conference sessions.

You should also be sure to register for the conference and make your hotel reservations, of course.

If you have received an IEDM Advance Program mailing, please look at your session listing in it and verify that it is accurate; if you see any mistakes, please let me know right away.

[Optional section, if applicable for Late News additions – just to make the chairs aware.]
Session ##: Title Chairs: This session now has a Late News Paper added to (not listed in the Advance Program). You'll get more details on these at the conference, but just wanted to let you know -- your session will hence run an extra 15 minutes.

Thanks -- look forward to seeing you all in December!

