Rules for workshop and conference approval

We strongly encourage all PKU astronomy faculty members to host workshops and
conferences at KIAA. These rules are meant to improve coordination and
communication of meetings and are not intended to be a burden. All workshops and
conferences with significant participation from researchers or students unaffiliated
with PKU must follow the following guidelines:

1) All workshops and conferences to be hosted at or sponsored by KIAA must be
approved by the KIAA Director. The request should briefly describe the science
goals, workshops and conferences scale,date,nature of expected attendance
(researchers or students), funding sources, and requested resources, including meeting
space and administrative support.

2) Meetings that charge participants or request financial support from KIAA should
include a budget in their request and will require special approval. Organizers must
also follow all PKU regulations on meeting organization, including approval by PKU
when necessary.

3) Any meetings approved by KIAA should be announced at KIAA’s website and on
the KIAA calendar, as well as by email and wechat to the PKU astronomy
community. We also encourage major conferences to be listed at the Canadian
CADC meeting website, with a poster that can help to widely advertise the
conference. Meeting summaries should be provided and posted to the KIAA website
within one week of the end of the meeting. We also encourage meetings to have a
dedicated website. Meetings to be held at KIAA should not be

announced publicly before receiving approval from KIAA.

4) All workshops and conferences must have a faculty sponsor, though the chair or
lead organizer can be a postdoctor.

5) The administrative staff will only provide administrative support for the meetings
approved by KIAA. All meetings with more than 10 attendees outside Peking
University must have an LOC. The LOC should include at least one administrative
staff member. The KIAA Institute Manager should approve all requests for time of
staff members to help organize the meeting. If staff time is required outside of normal
working hours, including weekends, holidays, and mornings or evenings, then staff
should be compensated for their time.
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