Grupo de Estudios sobre la Mujer en Espaiia y las Américas (pre-1800)
Conference Host Form

This form is meant to serve as a guideline to prospective and current hosts of GEMELA conferences.
If you are interested in hosting the conference, please fill out the form and send it to the GEMELA
Board before March 1 the year before a conference is held. Please know that the Executive Board is
committed to offering as much help, advice, and support as possible for the conferences. Thank you
for your interest in hosting the conference. Interested hosts can contact GEMELA leadership at
president@gemela.org.

A. GEMELA Conference

1. The host is supported by the Executive Board in conference planning.

2. The host’s primary responsibilities include: creating a budget for the self-supporting conference;
all organizational details and arrangements at the site location (e.g., meeting rooms, hotel rooms,
printing programs, transportation, etc.).

B. Program and calls for papers: The Board circulates the Calls for Papers and works in close
contact with the Site Host to create the program, including time slots, special events planning, and
other such events. The Site Host is responsible for printing the program unless other arrangements
are made with the Board. GEMELA reserves the right to make final program decisions.

C. Dues and registration: The Treasurer will receive and keep track of registration and dues.
Membership in good standing is required for attendance at the conference. An individual must be a
member in good standing of GEMELA for at least two years in order to host the conference, which is
usually held in September or October.

CONFERENCE DEADLINES AND TIMETABLE
Updated 11/24/07 to reflect changes to duties in constitution
GEMELA has made an effort to regularize all conferences to facilitate conference organization.
Board refers to GEMELA board members, who will help as much as possible with conference
planning. The following deadlines are fixed:

_ October 1 Distribution of Call for Papers to print sources (Board)
~ December 15 Distribution of Call for Papers to relevant electronic lists (Board)
~ April 1 Deadline for receipt of abstracts (full papers from grad. students)
_ April 15 List from Conference Host to Conference Chair

(List of all presenters and titles of talks)
_ Mayl Notification of acceptance with instructions on how to pay dues

and registration. Include a statement of policy with regard
to cancellations (see Host Form below)

May 21 Deadline for registration and payment of dues for presenters
(If presenters have not paid by this date, it will be assumed that
they are not attending and they will not be included in program.)
(Those living abroad do not have to pay until the conference date.)

June 30 Provisional conference program sent to participants
(Provisional program also posted on web)
July 15 Submission of final version of conference papers for the

Graduate Student Award to the First Vice-President
*(Maximum 8-10 pages in length, plus bibliography and notes)

August 1 Deadline for registration for non-presenters
(After August 1, a penalty of 50% of reg. fee is added.)
August 15 Announcement of Graduate Student Award winner

Two weeks before conference: Final program prepared and sent to printer



GUIDELINES & CHECKLIST FOR GEMELA CONFERENCE

GEMELA’s Executive Committee has created these guidelines to facilitate conference planning
and to lay out clearly the duties of the organization and the Conference Host. The guidelines
have been designed with past successes and difficulties in mind. We request that the Conference
Host follow these guidelines or, in cases where the guidelines do not seem appropriate, that the
Conference Host consult with the Executive Committee to discuss adjustments and changes.
Also see the “Conference Deadlines” for a general guide to conference planning.

It is our hope that this Conference Host Form will serve the host and the organization as we plan
and carry out future conferences. It is our goal as the Executive Committee to create and
maintain an open dialogue with the Conference Host and to make all of our conferences a
success. We hope these guidelines facilitate conference planning!

I. Conference Committee

The President of GEMELA works with the First Vice-President and the Conference Host and the
rest of the Board to ensure a successful conference. The Program Committee consists of the two
representatives of the Board (usually the President and Past President) and the Site Host to create
sessions and program schedules. GEMELA reserves the right to make final program decisions.

I1. Planning Priorities
a. Hotel and Conference Site
Items to consider:
Keeping costs to a minimum
Reserving a room block of at 50 rooms
Transportation to and from airport
Proximity of hotel to the conference site
Space at conference site (In the past we have used three rooms at all times during
our 2 % day conference. One of the rooms should be large enough to accommodate up to
100 people. Preferably all of the rooms will have chairs that can be moved around for our
workshops and other sessions.)
Cost of hotel and conference space

b. Program

Program priorities:
___ Transatlantic and interdisciplinary sessions for a 2 2 day conference that runs from
approximately 8:30 a.m. to 5:00 p.m.
_____Optional excursions have been scheduled on Saturday afternoon, following the
luncheon and business meeting, which usually adjourns by 2pm.
_ Leaving time for people to have dinner and other meals. Over-scheduled
conferences are exhausting for everyone.

Items to consider:

A. Conference Planning

1. Call for Papers and Abstract Processing
__ The Call for Papers will be distributed electronically and in written form by the
Secretary of GEMELA according to the “Fixed Deadlines.” The Call for Papers will
clearly state that we welcome individual abstracts, pre-organized sessions, and proposals
for talleres (workshops). Talleres consist of a maximum of 10-15 minute presentation
followed by hands-on workshopping of ideas. Talleres that do not promise to fulfill the
workshop mission will be considered only as roundtable discussions or regular



conference presentations.

_ We encourage transatlantic and interdisciplinary sessions as much as possible.
However, if special sessions (on Sor Juana or Zayas, for example) are submitted, these
will be considered as well.

__ The Second Vice-President is assigned to be the “Outreach Officer” and will be
charged with reaching out to international colleagues to encourage them to attend the
conference. The Host should keep this in mind and use the Second VP as a resource in
this regard.

Notification of acceptance of abstract should also contain the following:
Statement of need to be member in good standing to participate;

Instructions on how to send dues and registration to treasurer;

Reminder that dues are paid for a calendar year (not academic year);

Deadline for presenters to notify organizer of intention to participate;

Statement regarding late cancellations: No registration will be refunded except in
extreme/emergency cases. Cancellations after 8/1 result in serious disruptions to
the program and presenters should keep in mind that late cancellations are only
acceptable in extraordinary circumstances.
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2. Program Planning
_Panels: All panels (including falleres and keynote addresses) should have chairs,
who will be instructed to let panelists know when time is up. We have provided time
cards to great effect in the past.
_Structure of sessions: Questions will be held at the end of each session unless
otherwise decided by the Conference Committee. An announcement will be made to this
effect at the meeting to ensure regularity of sessions.
_ Talleres have been scheduled traditionally either in their own slot or up against
one another so that no regular sessions are running at the same time. While this may not
be possible given time constraints, we mention it as an ideal program note.
_All chairs of talleres should contact the taller leaders one month in advance of the
conference to ensure that the workshop leaders understand that they need to be prepared
to run a workshop.

Keynote: The keynote address traditionally has its own time slot.

_ Executive Committee Meeting time: The GEMELA Executive Committee meeting
usually occurs on day two of the conference during a lunchtime slot. This should simply
be noted to make sure that Executive Committee members are not scheduled immediately
after lunch on day #2.

3. Program Printing & Nametages
_ Nametags: To facilitate question-asking and general organization during the
conference itself, we have provided colored name tags in the past for Conference Site
Host and Executive Committee members and to other staff helping out at the conference
site. This has helped disperse responsibilities and has been considered successful.
Members are thrilled when we give them nametags that do not pin to their clothes but,
rather, hang on a string.

___ The Conference Host is responsible for printing the actual program, which shall
be sent to Host two weeks before event at a minimum.

The program should lay out clearly when food and coffee will be served.
_ The program should indicate what the registration fee covers. In the past, the fee
has covered: reception, lunch banquet (annual meeting is held at the banquet), coffee and
roll service in mornings, and afternoon coffee and cookie service. People prefer having
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the snacks in the morning and the afternoon, and the Executive Committee agrees that for
the minimal price the payoff in terms of good will is worth it.

c. Items of Consideration for Conference Host

The Executive Committee will handle the following:
1. The Secretary circulates the publicity for the conference in hard copy and electronic
form.
2. The First VP chairs the Conference Committee and either serves on the Program
Committee or the Executive Committee appoints someone in his/her place to serve on the
Conference Committee. The First VP also chairs the Graduate Student Award
Committee. In conjunction with the Past President and, if necessary, another
representative appointed by the Executive Committee, the First VP and the Past President
judge the graduate student papers and make a decision about the award.
3. The Treasurer will take registration and annual dues checks before and during the
conference.
4. The First VP, President, and Past President act in advisory capacities and help with
communication with the membership.
5. The Web Director posts the conference program online and updates it as needed. The
Web Director can also help with contacting members.
6. We have an aeeamail@yahoo.com account to facilitate communication with members.
We are happy to use this as a resource for all communication and conference planning as
needed.

The Host should recognize the need for a staffing for the following:
_ Funding for the self-supporting conference. In the past, Conference Hosts have
gotten funding to cover keynote honoraria, special programming, and some of the site
fees. Registration for the usual 60-80 participants has been set between $85-$100, which
has included (as mentioned above) the lunch banquet, reception, and coffee/roll service.
When fees were $100, they included cultural events such as theater.

Ongoing communication with attendees as needed. This primarily is facilitated by
the listserve and by the President, who shall maintain open lines of communication with
the Host and the members.

__ Organization of program with the support of the First VP and other local, on-site
representatives.
Printing of program
Arrangements for conference space, hotel space, and catering
Publicity
Local outreach to other language, history, and women’s studies departments or
other local institutions and organizations that might like to participate.
Creation of name tags.
__ Book exhibit (GEMELA can provide a list of book titles well in advance of the
conference date) and announcements table.
____ Ons-site registration and staff support (to be assisted by the Treasurer and others as
needed).
___ Food planning: Participants in the past have requested 1 2 hour time slots for lunch
when lunch is not provided on site. When food is provided (as in the case of the reception
and the luncheon), vegetarian needs should be taken into consideration.




If you are interested in possibly hosting GEMELA’s Conference, please provide the
following information to the individual named in the first paragraph of this document.

Information for Executive Committee:

Name of potential host

Host institution

E-mail

Phone (home and work)

Address

Potential collaborators (including other institutions, departments, graduate students, or
colleagues):

Year interested in hosting

Items to Be Considered by Potential and Current Hosts:

Does the host institution have sufficient space to accommodate a conference of up to 100
attendants?

Is there sufficient accessibility to the site via air transportation? Can reasonable
transportation between the airport and the site be arranged?

Is there hotel accommodation in the area and is it available at a reasonable price?
Does the host have access to support staff and collegial or student assistance for such

things as putting together and printing the program, creation of name tags and conference
packets, registration at the conference, and other administrative duties?



