Guidelines for the Loops Workshop

On the meeting size:
· In all announcements, it should be clear that submitted abstracts should be limited to topics concerning the ordinary, magnetically-closed corona.  The SOC/SC may specify additional “hot topics” in the announcement.  Abstracts must be applicable to the focus of the workshop to be accepted.
· Scientists with accepted abstracts will be given preference in registration.  A scientist without an accepted abstract may not be able to attend the workshop.
· [bookmark: _GoBack]The target number of participants in the workshop is 60.  

On meeting content:
· We will continue to call the workshop “Loops" with the tag line “Heating of the magnetically-closed corona.”
· The SC and SOC will decide key questions or themes for each workshop.  The SC is ultimately responsible for the content of each workshop and will have final approval on the scientific program.  
· A close liaison between to Chair of the SC and the Chair of the SOC is essential at all times.  The Chair of the SC can decide which issues, if any, need to be brought to the attention of the whole SC. The decision of the Chair of the SC should be final.
· The chairperson of each session should be prepared to facilitate discussion on the topic of that session.  The SOC should carefully select an appropriate chairperson and make them aware of their role and responsibility well in advance of the meeting.
· Accepted abstracts may still be divided into posters and talks to allow adequate time for discussion.  We suggest allow at least 15 minutes for each talk.
· It is suggested that each session allow ~1/3 of the time for discussion and this discussion occur during the session, between the talks, instead of an extended discussion at the end of the session. 
· Poster viewing time should be scheduled.
· The pace of the meeting should be relaxed.  

On meeting location and organization:
· The meeting should occur in a large enough room to comfortably sit 60 people, but not much larger.
· We prefer non-stadium seating to encourage discussion and engagement of participants.
· We prefer to stay at or near the conference location.  Locations that require long commutes between the hotel and meeting room are not likely to be selected.
· We require a conference dinner.  This can be a casual affair.    
· The location should be accessible and reasonably priced for flights and hotels.
· Adequate cafes and restaurants should be in close proximity to the conference location and hotels.
· Conference locations associated with a university are preferable.  Amenities such as those often found at resort locations will have no bearing on the site selection
· Coffee and tea should be included in registration fee.
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