. - JULYIAUGUST 1996

IPCE 96 PROGRAM:
COMMUNICATION ON THE FAST TRACK

EEE

PROFESSIONAL COMMUNICAT [ON SOCIETY
"NEWSLETTTER

BY STEPHANIE ROSENRAUM AND LORI ANSCHUETZ

{ his year’s IPCC program promises

to be better than ever, with a “stable

of specialists” presenting papers,
panels, and workshops in Saratoga
Springs, New York, renowned for
its cultural, historical, and equine
traditions.

Join the Professional
Communication Society
on September 18-20 and
hear featured speaker
Edmond Weiss, well
known author of
How to Write a
Usabie User
Manual.
Dr. Weiss’
topic will
be “From

IFCC &6 Communication on the
Talmud
Pages to Web

Fasit Treaac
Browsers:

A Brief History of Rhetorically Neutral
Documents.” Those who have heard him
previously know that Dr. Weiss is an engag-
ing speaker; he always leaves his audiences
with exciting new ideas.

The full IPCC program features more than
50 topics in a wide variety of interest areas:

* The World Wide Web and HTML

* Usability engineering, human factors,
and user-interface design

¢ International communication: Reports
about international conferences and
practices

* Case studies on corporate Web sites,
CD-ROM publishing, and more

* Management issues: Reengineering,
strategic planning, costs of quality

* Education and technical communication
in the next millenium

Some of the program highlights include:

¢ A panel of speakers from IBM and RPI
discussing industry-university cooperation
in teaching interface design through
distance learning

*

Reports on the recent, highly successful
Forum 95 conference in Germany, and
on international communication by
INTECOM members from the UK, the
Netherlands, Germany, and France

L

An Electronic Information Hospitality
Suite, providing a forum for idea
exchange about electronic information

Nine 90-minute workshops that IPCC 96
attendees can take at no extra cost

— Transforming prose: Tools for review-
ers and editors

— How to create documentation for
global markets

— The Good, The Bad, and The Ugly:
Putting documentation on the Web
quickly and easily

— Creating a hypermedia storyboard

— How to edit style: The lessons of the
word hoard

— Getting the grit out of your windows
(application of human factors principles
to the design of user interfaces)

— Conducting mail and telephone surveys

— Tinker Toys®, teamwork, and testing:
A versatile project for teaching technical
communication

- The “Elevator Speech” — taking advan-
tage of unexpected opportunities to get
your point across

(continued on page 2)
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i his is my final issue as interim
editor. It’s been a challenge, and
fun; nevertheless, I’'m very happy

L. to introduce Donna Wicks, our new
newsletter editor, who will produce the
September/ October and succeeding issues.
She has an excellent background for pilot-
ing the newsletter.

Donna has a B.A. degree in communica-
tion from the University of Dayton and is
now working on a B.S.E.E. degree at the
GMI Engineering and Management
Institute to enhance her technical skills.
She is an engineering co-op student at
Michigan State University where she is
responsible for maintaining a local com-
puter network and for establishing an
Internet connection for that office.

Previously, Donna was a science editor

and writer at Michigan State and Purdue
Universities and a reporter in Lafayette,
Indiana —work that brought her several
communication awards. In total, she has
considerable publications experience, much
of it associated with computers.

Start thinking about your contribution
- 1o the newsletter (the next deadline is
September 6) and feel free to communicate
with our new editor:

Donna M. Wicks

6480 Grand Blanc Road
Swartz Creek, MI 48473-9403
810 232-7000 (o)

810 655-4682 (h)

dwicks@odo gmi.edu

IPCC 96 PROGRAM

(continucd from page 1)

¢ Authors’ tables during one or more
session breaks: See what books IPCC 96
speakers have written, ask the authors
questions, buy or order books conve-
niently (how about a signed copy?)

* The traditional “Last Lecture,” this
year given by Mark Haselkorn, PCS
president and chair of the University of
Washington Department of Technical
Communication

For a complete list of paper, panel, and
workshop titles for IPCC 96, consult

the advance program. All PCS members
will receive an advance program and regis-

tration details in the mail; if you want
additional copies, contact:

Roger Grice, Conference Chair
52 Doris Lane
Lake Katrine, NY 12449 USA

Phone/Fax: 914-336-0064
E-mail: rgrice@ieec.org

For the latest, most complete news about
the IPCC 96 program, as well as the social
events, travel bargains, and sightseeing
ideas around Sadratoga Springs, check the
conference informadon at the PCS Web
site (http://www.ieee.org/pcs/
confrnce. html).

Eating words has never given me indigestion.

— Winston Churchiil
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PCS president is on
the TAB restructuring
commatzee.

NEWSLETTER

PCS AND INSTITUTE CHANGE

n my last column I spoke of change
“within our %cicty, and I am pleased

to find that many of you are listening

and care. I’ve received numerous
responses to the proposed name change
ill:share those with you in th&néxt
issue. I-@h sure that out of our corstbined
deliberations will come a stronger Society.

It is helpful to place our discussion of
Society change in the context of change
occurring within the IEEE. Fundamental
changes in the IEEE have been discussed
for a very long time but, believe it or not,
those changes are about to take place. If
we ignore them and their likely impact on
PCS, our Society will suffer; if we under-
stand them and respond appropriately,
our Society will benefit.

First, some background. As most of you
know, the IEEE is composed of a number
of boards: the Awards Board, the Educa-
tional Activities Board, the Publications
Board, the Regional Activities Board
(RAB), the Standards Board, the Technical
Activities Board (TAB), and the United
States Activities Board (USAB). The 35
Societies, including PCS, and two Councils
are part of the Technical Activitics Board.

After long consideration of numerous
plans, the IEEE Board of Directors agreed
last December to take the first step toward
change by launching an ad hoc commit-
tee, the IEEE Structural Reorganization
Committee, charged with managing
revisions to the IEEE bylaws to give the
various boards more autonomy. In turn,
TAB established a “Blue Ribbon Com-
mittee” responsible for formulating recom-
mendations for restructuring TAB consis-
tent with the IEEE reorganization effort.
I have the privilege of serving on this
committee.

Essentially, the IEEE bylaws will be re-
written to remove the descriptions of

the structure and operation of the various
boards, freeing the boards to recreate their
structure and operation in their individual
bylaws. TAB will use this opportunity to
create a structure where, for nearly all
Society issues, the “buck” stops at TAB.

While the operational phrases behind this
effort are “increase efficiency” and “elimi-
nate redundancy,” there are other drivers

of change that are likely to impact the
future of PCS.

One major trend is a push towards market-
based funding, rather than giving funds to
entities simply because they exist as a part
of the IEEE. For example, a petition to
unbundle IEEE service fees has been initi-
ated. This would impact all levels and
types of entities. This change might actu-
ally help Societies because membership

in a Society (and the fee that goes with it)
already is optional (in fact, about 40 per-
cent of IEEE members belong only to the
Institute).

Many IEEE fees, however, are rolled into
the basic IEEE membership fee (e.g., an
assessment for regional activities). In the
future, the basic membership fee is likely
to decrease, with the funding of entities
depending more on the conscious selection
of members to subscribe to a particular
service.

There are other market-based trends likely
to impact PCS. For example, Societies
now receive significant funding from their
Transactions through the All Periodicals
Package, but as the market for periodicals
becomes tighter, special interest subsets

of periodicals marketed to target audiences
will reduce the generally distributed “pie.”
Even IEEE departments such as publica-
tions will be impacted by this “marketed
service” trend as Societies and other
groups determine if they can save money
through outside publication of their Trans-
actions. PCS is one of many Societies
considering this change.

Another trend likely to impact PCS is a
tendency to favor the efficiency of larger
entities, coupled with a feeling among the
larger Societies that they are not adequate-
ly represented in TAB. Toward this end
they have introduced the concept of “pro-
portional voting” based on number of
members. However this discussion goes in
the TAB reorganization, it seems clear that
the IEEE reorganization favors a trend
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Trends: autonomy and
market-based funding

towards autonomy, particularly for larger
entities.

PCS, too, must be prepared to function
with greater independence. This does not
mean that PCS will not continue to gain
immeasurable benefit from being one of
35 Societies in the IEEE; rather it means
that within the context of the IEEE we
need to be more conscious than ever of
delivering desired, affordable, self-sustain-
ing services to our members. %

This trend to favor the efficiency of larger
entities has also raised discussion that TAB
might take a stronger role in defining an
acceptable Society. TAB already performs
Society reviews, but in the future these
reviews might be guided by certain mini-
mal requirements (e.g., number of mem-
bers, financial status, number of publica-

tions, etc.). Again, PCS must be prepared

to compete in such an environment (even
as we fight to assure that change supports
the viable small Society).

A final trend is a redefinition of the rela-
tionship between the geographical side of
the IEEE house (RAB, USAB) and the
technical side (TAB). For a Society, this
relationship focuses on Chapters; Chapters
have two parents, a geographical one (the
Section) and a technical one (the Society).

Depending on the particular Section and-- -~ *.

Society, parents range from being extreme-
ly supportive to neglectful.

PCS currently is a parent of 14 Chapters,
seven outside the U.S. To assure an active,
growing membership, we need to increase
our support of existing Chapters and work
to create new ones. We also need to sup-
port the creation of Student Chapters —
the homes ofour future members* These
tnvestments,however, must be carefully -
monitored to assure that there are returns
in the form of new members and useful
activities.

PCS members are engineers with a special
interest in communication and communi-
cators with a special interest in engineer-
ing. This audience must see PCS as an
organization they want to join; they must
see PCS publications as something they
want and need to read; they must see PCS
educational services as benefiting their
careers and lives; overall, they must see
PCS as relevant to new opportunities and
trends in electronic communication.

Qur survival as a viable IEEE Socicty
depends upon it.

*Vishal Sharma has just been appoined PCS
Coordinator of Student Activities; vishal@spetses.
ece.ucsh.edu.

VOTE FOR YOUR FAVORITE COMMUNICATOR!

, CS is accepting nominations for
/ two annual awards to be presented
| at IPCC 96 in Saratoga Springs,

& New York: the Alfred N. Goldsmith
Award and the Emily K. Schlesinger
Award. Both awards honor people who
have contributed notably to engineering
communication.

The Goldsmith Award, established in
1974, emphasizes contributions to the
field of technical communication. Itis
presented to a member of the Professional
Communication Society who has made
outstanding contributions to the aims of
the Society. These are, primarily, to help
engineers, scientists, and technical commu-
nication professionals develop skills in

delivering oral and written technical infor-
mation.

The Schlesinger Award, established in
1995, stresses service to the Society itself
rather than to the field. Itis given to a
member who has performed exceptional
service to the Professional Communication
Society.

Nominations will be accepted until
August 15, 1996. To nominate a candi-
date for either the Goldsmith Award or
the Schlesinger Award, please fax or e-mail
your nomination, with the name of the
candidate, your reason for nominating him
or her, and your own name and address to
Cheryl Reimold, c.reimold@ieee.org or
(516) 728-7942 fax.
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CHERYL REIMOLD

Cheryl teaches conrses
and workshops for PCS
on this and other
communication topics.
For information,
c.reimold@ieee.org.

Keep people alert.

NEWSLETTER

PREPARING OUTSTANDING

PRESENTATIONS

art 4— The Body

Every presentation must have an

& intrgduction, a body, and a sfma—

ry. Last#i#ne, I discussed the introdifction,
which should follow the RAMP (rapport,
attention, main message, plan) structure.
If you accepted my advice, then your intro-
duction already contains (a) your message
and (b) your key points (mentioned as part
of your plan). Your job in the body, then,
is simply to spell out your key points, in
the same order as in the introduction.

Keep It Simple

As I discussed in part 1, the structure of
your presentation must be extremely sim-
ple and transparent to everyone. This is
essential because your listeners are easily
confused. For the body, the best scheme
is the following linear organization:

* Key point 1, followed by backup and
examples

* Key point 2, followed by backup and
examples

* Key point 3, followed by backup and
examples

The only possible addition is an initial
restatement of your main message, if you
think it might not have sunk in during the
introduction.

Keep It Varied —and Concrete

Most presentations are unbearably monot-
onous in content: They consist of some
general statements followed by almost
equally general subpoints, all presented
with the aid of interminable bullet charts.
The predictable result is a general sleepfest.
To avoid this, you must build variation
and comcrete examples into your presenta-
tion.

As we saw in part 1, during the body the
audience’s natural attention is at its lowest.
Therefore, your main job during this sec-
tion is to make sleep as uncomfortable as
possible. But don’t expect continuous

total attention—it’s just not realistic. In
most cases, you'll have to be content to
“bump them to attention” every minute
or 50,

Now, the way to jolt people awake is
through change. It’s a simple psycho-
logical —and physiological —fact. As long
as things stay the same, our body tells us
that it’s safe to sleep. So, to keep people
alert, unsettle them with change. Here
are three simple ways to do that:

1. Switch between general (statement of key
point or a subpoint) and specific (exam-
ple, anecdote, analogy). For instance,
if you are proposing a computerized sys-
tem for monitoring the levels in various
vessels, you might switch from a general
statement of improved safety to specific
examples of accidents that happened
when people had to climb to the top of
huge vessels to check levels visually.

2. Switch between “tell” and “show” (a visual
or a demonstration). For instance, to
continue the example I just used, you
could follow a general statement about
delays and inaccuracies caused by the
old method with a chart depicting the
costs of these delays and inaccuracies.

3. Switch between lecture and gquestion-and-
answer (or some other interaction). For
instance, in our example, you might
ask some of the operators what kinds
of problems zhey have experienced with
the old system.

Why Do People Avoid Using Examples?

Most presenters overuse abstract state-
ments out of laziness: It’s hard work to
come up with good examples for your
points. But there is another — often sub-
conscious —reason: It’s havd to follow
abstract ideas— which makes them difficult
to falsify! In other words, when you give
a concrete example of what you’re talking
about, people can find the weak spots in
your theory immediately! So, we some-
times stay with generalities just to be safe.

VOLUME 40 o NUMBER 4




§ NEWSLETTER

Technical communi-
cators must play
leadership voles.

However, I’ve never seen this trick suc-
ceed. Your listeners know exactly what
you’re trying to do—and they simply
won’t believe you until you give them a
good example. For instance, in my own
communication-skills workshops, I have
found that people just pay much more
attention when I mention some real
examples of managers or employees who

did something poorly or well. It’s amazigg”
how people immediately start nodding and
raising hands to contribute their own
examples.

So, don’t let fear or laziness stop you from
using strong examples. It’s one of the best
ways to keep the audience alert and on

your side.

8
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PCS MEMBERS ON STC PANEL

t the Soc1ety for Technical Com-

L munication’s conference in Seattle
"% in May, 15 “successﬁll technical
@.communicators” were invited to
sharc their secrets of success around the
theme “Don’t Just Survive, Thrive!”
Invitees included PCS members David
Dobson, Roger Grice, JoAnn Hackos,
Mark Haselkorn, William Horton, Andrew
Malcolm, Judy Ramey, and Stephanie
Rosenbaum. Speakers were given two
minutes each before a packed ballroom of
more than 500 session attendees. Follow-
ing is the text from Mark Haselkorn’s pre-
sentation entitled “An Image for Today’s
Thriving Technical Communicator.”

“Technical communication is not a service
function—it is one of many professional
fields contributing to a range of increasing-
ly interdisciplinary activities fueled by rapid
advances in information and communica-
tion technology.

“The appropriate interdisciplinary team
for an activity in this area depends on the
nature of the particular activity but, invari-
ably, technical communicators are on the
team, as are computer scientists, electrical
engineers, and numerous other relevant
specialists.

“The particular contribution of the techni-
cal communicator involves the human-cen-
tered design of information. If the primary
goal of the activity is to deliver information
that impacts the behavior of the user, then

the technical communicator’s contribution
is primary.

“Examples of this type of activity include
the design of (1) a Web page intended to
help people download and use new soft-
ware, (2) output from a power station
control system intended to help operators
respond to emergencies, and (3) the dis-
play of traffic conditions in an information
system intended to help travelers select the
best route.

“For activities like these where the success
of the system depends on cliciting a suc-
cessful behavior from the user, technical
communicators must play leadership roles
on the interdisciplinary team. After all, in
these cases if everything functions perfectly
except the information design, the entire
effort is lost.

“It should not seem strange that in efforts
like these, technical communicators will
manage computer scientists, engineers, and
others, just as it does not seem strange that
in numerous other types of efforts, techni-
cal communicators are managed by special-
ists from other fields.

“Qur work environment is changing rapid-
ly, and numerous fields are meeting on
equal footing with the shared mission of
using information and information tech-
nology to improve people’s lives. Certainly
technical communication is one of those
fields.”

Aclassic is something that everybody wants to have read and nobody has read.

— Muark Twain
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JOAN G. NAGLE

Joan Nagle bas been
active in PCS since 1985.
She bas edited the Sociery’s
Transactions and bas
sevved on the Editorial
Board of the IEEE Press.
She is curvently working
on ber second book.

mistakes...
feedback ... vevisions

‘NO matter)-

NEWSLETTER

GORDON THE GUIDED MISSILE

4 his is the title of what John Cleese
(of late' latfented Monty Python
fame) says is the first story he ever
& remembers his mother reading

to him. (Apocryphal? Probably...but,
%
, o
Cleese rec%ntly gave a speech to a confer-
ence on training, in which he revealed his

enchantment with Gordon.

“Gordon the Guided Missile sets off in
pursuit of its target. It immediately sends
out signals to discover if it is on course to
hit that target. And signals come back:
‘No, you are not on course. So change
it—up a bit and slightly to the left.” And
Gordon changes course as instructed and
then, rational little fellow that he is, sends
out another signal. ‘Am I on course now?’
And back comes the answer, ‘No. Butif
you adjust your present course a bit further
up and a bit further to the left, you will
be.’” ... And the guided missile, its rationali-
ty and persistence a lesson to us all, goes
on and on making mistakes, and on and
on listening to feedback, and on and on
correcting its behavior in the light of that
feedback, until it blows up the Nasty
Enemy Thing.”

All right, fantasy aside; analogy time.
We’re talking document veview here. Oh,
the agony of submitting one’s work to
management Or CUStOmers Or even peers

or review and comment before publica-
tion. Because we’re gonna get it, right in
the kazoo. It has been said that the urge
to change another writer’s work is even
stronger than the urge to eat, drink, and
all that other stuff. As one who has been
copiously and continually red-penciled in
her lifetime, T believe it.

When we write something, we do the best
job we know how. We put a large chunk
of ourselves into it. And then the results
come back. If we’re lucky, we didn’t pass
the thing by some bozo whose idea of con-
structive review is, “This is garbage!” But,
at the very least, there will be cuts and
slashes and accretions, and we will bleed.

It’s inevitable, sad to say. We must bear
up. We must remember that different

people and different groups have different,
possibly conflicting, interests in the docu-
ment. In a proposal, for instance, the
engineering function is interested in pre-
senting a good (workable) product; the
financial function is interested in present-
ing a good (profitable) cost picture; the
graphics or editorial function is interested
in presenting a good (attractive and effec-
tive) document.

Thus, even assuming that everyone’s heart
is in the right place, we have here three
(at least) different definitions of good.
How do we then come up with a good
document?

In a national church group with whom I
have worked, the review process is called
“perfecting the document.” There’s
something about this phrase that makes
the process less painful, I think, even aside
from the fact that church people don’t
(usually) yell at one another or use nasty
language. It says, “What we have here is
something valid, and we can make it even
better. We can ‘march on toward perfec-
tion.”” (I think those were Wesley’s
words. )

Which brings us back to Gordon the
Guided Missile. What both Gordon’s
and Wesley’s processes suggest to us is
that we are not to think of the comments
and revisions that are fed back to us as
pejorative. (Unless they are, in fact, nasty
language; in which case we may have to
sneak into the reviewer’s office and trash
his or her hard drive.)

Cleese terms the spots at which com-
ments/corrections,/revisions have been
made “mistakes.” But, he says, “There
are mistakes and mistakes. There are true
copper-bottomed mistakes like spelling
the word rabbit with three m’s, or wearing
a black bra under a white blouse, or...
starting a land war in Asia.”

The other kind of mistake is “a reasonable
try which didn’t come off.” As a result of
making many of these mistakes, Gordon
eventually succeeded in avoiding the one
mistake that would really have mattered —

missing the target.
(continued on page 8)
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Supports collabovation
between academia
and industry
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8 lthough Karl’s involvement in techni-

% cal communication dates nearly

4 15 years, his association with PCS
. is relatively recent. Elected to the

Achom at last year’s annual meeting in

Savannah, he is the general conference

chair for IPCC 97 t0 be held at Snowbird

Resort outside of Salt Lake City; Utah.

Karl is an enthusiastic Utahn who is ex-
cited about bringing IPCC 97 to Utah in
a unique format. Also Serving as general
conference chair for SIGDOC 97, he has
been instrumental in arranging a linked
conference where attendees of both con-
ferences will share a joint day of sessions.
Look for more information about IPCC-
SIGDOC 97— Crossroads in Communi-
cation —in subsequent newsletters.

Karl brings a unique blend of academic
and professional experience to PCS and to
the AdCom. Currently, he is an assistant
professor in the Department of Manage-
ment Communication at Brigham Young
University. Prior to his appointment

at BYU, Karl taught at Michigan State
University. He also worked as a technical
writer and documentation manager at
WordPerfect Corporation. Karl is a pro-
ponent of academia and industry collabor-
ation in ways that benefit both.

His research has focused on quality issues

L contnbu

in technical communication and on the
impact of technology on communication
and the workplace. In addition to his
mvolvement in PCS and SIGDOC, Karl
serves on the editorial advisory board of
STC’s Tzclomml Commaunication and is
editor for “The Quest for
Quallty” column in STC’s Intercom.

In addition to teaching, research, and
professional service, Karl enjoys his four
adopted children (ages 9, 8,4, 2 —two
boys and two girls). He and his wife Karen
have been married 16 years. Through
those 16 years they have moved 13 times.
They joke that their gypsy lifestyle has
taken them to various parts of the United
States to make their family. Two of their
children were adopted while living in
Florida, one while in Michigan, and one
while in Utah. With their family complete,
they hope that their moving has also come
to an end.

In the diverse geography of Utah, Karl
enjoys hiking, camping, and fishing.
Whether you like pine covered mountains
or red rock desert, he would be happy to
give you a few pointers on fly fishing or
to suggest a few great hiking or camping
spots at IPCC 97. Look for more infor-
mation about Utah and IPCC 97 at IPCC
96 in Saratoga Springs.

CURMUDGEON’S CORNER

(continned from page 7)
What we submit as a document for review

is truly a reasonable try. Reasonable in that
we have presented the best information we
have, in the best way we can think of. And

if reviewers can give us more information,
or think of even better ways to communi-
cate it, we must be grateful. And more.

“Unless we have a tolerant... [positive]
attitude toward [mistakes], we shall be

behaving irrationally, unscientifically, and
unsuccessfully,” Cleese continues. And we
will not hit the target.

So... get out the Band-Aids®. Whatever
ego-loss you suffer in the review process,
according to Cleese, is more than compen-
sated for by the ego-gain in showing
you’re a person who wants to march on
toward perfection.

But know that your colleagues have been
there already, and they sympathize.

If you are sitting in an exit row and cannot understand this card or cannot see well
enough to follow these instructions, please tell a crew member.

— United Aiviines Safety Card
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La Porte St. Lonis—
One of the four entvances
into Old Quebec.

The etching is by
Jean-Phillipe Vogel,

and is veproduced with
permission.

THE AGONY AND THE ECSTASY —
THE HISTORY OF A PCS CONFERENCE

By RON BLICQ °

or some SBscure reason—in a
moment of absolute insanity! —six
months ago I volunteered to chair a
second PCS conference. (The first

- was IPC(G+87 in Winnipeg, Canadagdi Now

that the-ggheels have started turningy#F’
thought perhaps I should start document-
ing how my committee tackled the task,
the strategies we used, what we learned,
and what we realized we should have done
differently.

The objective: to provide newsletter read-
ers with a glimpse of what goes on behind
the scenes and — probably more impor-
tant —to establish a permanent record that
future PCS conference organizers can use
as a guide to identify what to do and what
not to do.

So, here goes....

Part

There are two parts to selecting a confer-
ence site: choosing the general location
and selecting a particular property, most
often, a conference hotel. The first is rela-
tively simple; the second can be a head-
ache. My experience was made simpler by
the tourism office of the city we chose.

o The Fine Art of Selecting a
s Confevence Site

Generating the Idea

At the September 1995 AdCom meeting,
discussion turned to identifying future
conference locations. Dave Kemp and I
suggested that PCS might like to take its
annual conference back to Canada and, as
the previous Canadian conference (IPCC
94; Banff) had been held in the west, this
time we suggested a historically renowned
location in the east: the City of Quebec.
The AdCom was supportive and asked us
to bring a definitive proposal to the
December meeting.

Three months later we were heartened by
the AdCom’s reaction, because our pro-
posal received unanimous approval. The
reason: We had included three important
attachments:

1. Quebec’s Tourism and Convention
Bureau provided a superb proposal
describing how they would support an
IEEE conference held in their city.

2. Dr. Paul Fortier, of Laval University,
provided a letter indicating that he
would act as local arrangements chair
and that the Quebec Section of the
IEEE supported holding the conference
there. (An on-the-spot local arrange-
ments chair is an essential ingredient to
effective conference planning.)

3. Even though we were planning three
years in advance, we were able to list the
names of the people we had recruited to
form the overall conference organizing
committee. These included the confer-
ence chair and the chairs for the pro-
gram, publicity, and publications sub-
committees.

(In September, I had assumed that Dave
Kemp would act as conference chair. I
didn’t know then that within a month he
would be Region 7 president-elect and
would have to bow out. He has, however,
remained an active 24 hoc member of the
conference committee. )

Bringing the Tourism and Convention
Bureau into the picture early proved to
be a most useful step. Our contact was
Chantal Pilon, who not only prepared
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Quebec City’s proposal but also coordinat-
ed Paul Fortier’s and my visits to hotels
and local agencies that could provide con-
ference management services.

Obtaining Cost Estimates

In March I prepared a comprehensive
Request for Proposal (RFP) for Chantal
Pilon to send to hotels that could accom-
modate a PCS conference. Having
Chantal do this ensured that hotels were
aware they were preparing competitive
proposals, and so should sharpen their
pencils.

The RFP described the IEEE and our
Society, identified how many delegates
would attend, and listed the approximate
number of bedrooms required per night.
It also provided an estimated list of con-
ference activities, similar to that shown in
Figure 1.

To ensure that all hotels had an oppor-
tunity to bid, the RFP listed three possible
sets of dates for the conference, spanning
a six-week period. (The value of offering
alternative dates became apparent when

the proposals came in: If we had chosena -~ .

specifi¢ week, we would have eliminated
two key hotels.)

The REP asked hotels to provide defini-
tive information on bedroom and meeting
room costs (see Figure 2), and requested
them to identify advantages such as free
rooms that would be supplied and con-
straints that would affect the rates they
quoted. These we would use as negotiat-
Mg points. ¥

Providing a formal RFP spelling out our
specific requirements helped establish in
sales managers’ eyes that we had taken a
carefully thought-out businesslike ap-
proach to selecting a hotel, and that we
expected to receive equally well developed
proposals. We realized that the IEEE is

a well established and well recognized
organizer of conferences and seminars,
but that the Professional Communication
Society—even though it operates under

~ the JEEE banner—is a small and little

known entity (particularly in Quebec,
where the language is predominantly
French).

Figure 1: Excerpt from RFP — Conference Room Requirements

1 Tuesday 1 Informal Reception 100-150
(evening) . '
: Wednesd . .
2 (8: 3% = is(’) :1};1) 1 Opening Session 175-250
3 Wednesday 3ord Conference 175-250
(am & pm) Sessions (70 per room)
4 nggg;c;aY 1 Catered Lunch 175-250
5 Thursday 4or5 Conference 200-275
(am & pm) Sessions (70 per room)
6 Thursday 1 Exhibitor 15-20
(am & pm) Displays Exhibitors
7 Thursday 1 Banquet 250-325
(evening) 9
8 Friday 4or5 Conference 200-275
(am & pm) Sessions (70 per room)
9 f;é%% 1 Catered Lunch 200-275
10 Friday 2 Conference 75-100
am & pm Sessions 50 per room
( pm) (50 p
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Selecting the Site
Before I flew to Quebec, the ’f%urism and

and compare. These included:

¢ For the conference rooms:

&

5

Convention Bureau sent me an extensive
two-day itinerary detailing Paul Forter’s
and my tour of hatels, discussions with
conference planners, and a guided tour of
the city. I could see~—and it proved to
be—a tightly packed two days!

‘The hotelsproposals arrived two wegks -
before ou¥isit. That gave me time £6--
contact individual hotels to clarify ambigu-
ities and to request additional information.
Because the proposals ranged from six to
ten pages, and were prepared in different
formats and sequences, I condensed their
key points into a one-page comparison
chart listing the major factors we needed
to consider.

I also prepared some specific questions for
each hotel, plus working sheets listing
common factors we wanted to examine

1. Availability of the hotel and space for the
proposed dates.

. Cost per bedroom for each of the three
suggested dates:
* Single occupancy
¢ Double occupancy
(We are particularly interested in a same-
rate room price for both single and double
occupancy. )

. The number of extra days before and after
the conference that the hotel will honor
these rates for delegates who wish to arrive
early or stay after the conference.

. The minimum number of rooms that must
be booked to achieve these rates.

. The number of complimentary rooms that
will be granted for a certain number of
booked rooms (for example, a complimen-
tary room for every 50 booked rooms).

. The cut-off date for holding rooms (for

Figure 2: Excerpt from RFP — Information Requested from Bidding Hotels

— Size and suitability (pleasantness)

— Location and proximity to each other

— Proximity to a central registration area

— No room charge for the expected
number of delegates

¢ For the bedrooms:

— Price

- Size and comfort

- No-smoking floor

— Coffee machine, iron, and hair dryer
included

* For the hotel, overall:

— Location and general appeal

— Health facility, pool, and spa

— Airport shuttle

— Cost of AV equipment (and permission
to use our own)

— Cooperativeness of sales and other staff

o o e ‘ T

example, one month before the confer-
ence? two months?).

. The cost (if any) of the conference rooms,

reception room, banquet room, and
exhibits hall.

. A schedule showing current cost per per-

son for:

(a) Lunches on Wednesday and Friday
(b) Banquet on Thursday evening

(c) Daily continental breakfast

. The PCS Administrative Committee will

probably hold a two-day meeting in the

selected hotel in March or June one year

before the conference to tour the facilities

and establish on-site requirements. There

will be approximately 20-25 attendees.

Please provide us with prices for:

(a) Meeting room on Friday afternoon
and all day Saturday

(b) Accommodation rates for the
attendees
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Reply to:

_ Donna M. Wicks
6480 Grand Blanc Road
Swartz Creek, M1
48473-9403

- 810 232-7000 (o)

810 655-4682 (h)

dwicks@odo gmi.edu

The tour of each hotel lasted approximate-
ly two hours, during which we examined
the conference facilities and looked at bed-
rooms ranging from standard to “club” or
“executive” (all were of a very high stan-
dard). We were particularly interested in
the arrangement of the conference rooms,
their size in relation to the events we
planned to hold, and their proximity to
each other and to suitable areas we could
set up for a registration booth and an
exhibits hall. )

At each hotel the sales representative invit-
ed us to join him or her for breakfast or
lunch. (That this would occur was identi-
fied in the itinerary, so we knew not to eat
beforehand. Nevertheless, I returned
home somewhat heavier than when I left!)

The meal provided a partly social and part-
ly business environment, during which we
answered questions about PCS and the
Society’s history and conference require-
ments, and identified features of the hotel’s
proposal that we felt were perhaps too
expensive or out of line with what other
hotels were offering. For example, one
hotel had included charges for meeting
rooms, Whereas the others had indicated
that meeting rooms would be free in view
of our expected attendance. This gave
each hotel an opportunity to refine its
proposal and deliver changes to me later.

Following each hotel visit, Paul and I
took time to record our impressions on
the working sheets I had brought with us.
After seeing a rapid succession of bed-
rooms, meeting rooms, health facilities,
restaurants, and banquet rooms, if you
do not make notes before repeating the

experience at the next property it can -~
be difficult to remember which feature
belongs to which hotel.

Sandwiched between the hotel visits were
meetings with conference planners who
offer registration and administration ser-
vices, tours, and partner programs. They
have since provided us with proposals iden-
tifying specific scrvices we may choose to

- use to streagnline our conference.

‘Our time may have been tightly packed,
but in the evenings I was free to walk
around Old Quebec, where the sun shone
and locals and visitors alike flocked to the
sidewalk cafes and narrow, cobbled streets.
Personally, I was fascinated by the Norman
architecture, the Martello towers built to
defend the settlement in its early days, and
the high granite wall that surrounds the
inner town. As you can see (page 9), I
couldn’t resist buying an etching from the
artists’ alley, just below the Chateau
Frontenac.

The Next Step

We have since held a telephone conference
call with our organizing committee to
discuss the hotels and make our choice.

It was not easy, because every hotel had
positive aspects. Now, final negotiations
will begin with the selected hotel. And I’ll
write about that in my next report.

Editor’s Note: Ron has offered to provide
future conference chairs with copies of the
RFP and evaluation sheets he and Paul
Fortier used during their Quebec tour
(you can contact Ron at »blicg@ieee.ony).
His next article in the series will appear in
the November/December newsletter.

NEWSLETTER SCHEDULE

Contributions are welcome. Send pro-
posals for columns to the editor.

E-mail files and ASCII IBM-compatible
diskettes are preferred.

Newsletter publication deadlines are
as follows:

Issue Deadline
Nov./Dec. 1996 6 Sep. 1996
Jan./Feb. 1997 8 Nov. 1996
Mar./Apr. 1997 10 Jan. 1997
May/June 1997 7 Mar. 1997
July/Aug. 1997 9 May 1997
Sep./Oct. 1997 3 July 1997
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- ADVENTURES IN CYBERSPACE

f@" .";gy \%‘:‘v
By E.J. HERESNIAK
Gopyright ©1996 by the group of people were swapping tele-  “@” thing and periods. First you put your
Conference J_i’oard I ne. phone numbers at the conclusion of ~ name, which, because computers used to
Reprinved with a meeting of a volunteer organiza- be stupid, can’t even be your whole name.
permission from @. tion I am a part of when one of If your name is real tricky, you might be
Across the Board, the members asked if we wanted her “dot able to make something up with more

March 1996, p. 15.

“com.” Thénkfully, nobody took it p;f

sonally. &

Nobody ever offered me their dot com
before. It is one of those new phrases
creeping into our language. Be careful
about new language. Just when you figure
out what is really meant, you’re thrown
off by new words or phrases. “Previously
owned” is like that. And “diversity.”
Reengineering replaced downsizing pretty
quickly as people found out that downsiz-
ing meant firing a bunch of people so
executives could have bigger bonuses.

Dot com means an electronic mailing
address. Like many computer terms, it
makes no sense to regular people. It’s part
of the Internet thing that grew out of the
Pentagon and universities spending tax
money to fool around with computers and
networks. All over the world computers
are hooked up together. And cach person
using one needs an address. After all, if T
want to send you a birthday card, I have to
have your address. I suppose that before
everybody understood what street num-
bers, states, and zip codes meant, regular
addresses looked pretty silly too. It used
to be quite simple when all you had to do
was tell the Pony Express guy: “Give this
to Pete over in Dodge City.” Still, it seems
to me that street addresses never looked as
silly as computer addresses do.

Computer people like to make things
complicated, even when they don’t have
to. They used to have to do strange things
because computers were stupid. Com-
puters are not that stupid anymore, which
makes me begin to wonder about the
people. Internet addresses are made up

of at least three parts separated by the

periods or slash marks. Sometimes your
name is something you can’t remember,
like a whole bunch of numbers and letters
that mean nothing (all the cutesy names
have been picked already). The @ mark
separates the name you use from the place
where you get your mail, say Prodigy or
America Online. Then, for bureaucratic
reasons, comes a period to separate your
place from the kind of place it is. Kind
of place means government (.gov), or a
university (.edu), or a business (.com),

or some group that doesn’t fit elsewhere
(.org). It works almost like a regular
address once you figure it out. For exam-
ple, “president@whitehouse gov” is Bill
Clinton’s Internet hangout.

Just when regular people started to figure
out the addresses, technical people got
nervous because their knowledge wouldn’t
be special anymore. So they made up
something more obscure: “Web address.”
The White House’s is: “http: //www.
whitehouse.gov.” That “http://” is
actually stupid instructions for a computer
program. The “www” stands for the
World Wide Web, a new way to put things
on computers. Believe me, it’s not com-
puters that make it that way: “http://
negaduck.cc.vt.edu/dpn” is for the

"~ Data Processing Management Association.
It figures.

I’d love to tell you all about the World
Wide Web and everything you might ever
want to do with it. Or more important,
how tough it is to get to where you can

type: http://anything.
But I can’t. All of these dot coms have
given me a headache. It’ll have to wait.

You can always amend a big plan, but you can never expand a little one. I don’t
believe in little plans. I believe in plans big enough to meet a situation which we

can’t possibly foresee now.

— Harry Truman
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ELECTRONIC INFORMATION HOSPITALITY SUITE
AT IPCC 96: A FORUM FOR IDEA EXCHANGE

By PAUL R. SEESING

PCC 96 will feature an “Electronic

Information Hospitality Suite” integrat-

ed with the papers, panels, and work-

shops. The hospitality suite will be
open during several program sessions. It will
provide a forum for attendees to do some
interpersonal networking with coHeagues
who are exploring the Internet and working
with electronic media. It will be less formal
and more participative than the traditional
IPCC panel discussions.:

In the hospitality suite, a facilitator will assist
attendees in connecting with colleagues who
have common interests. At scheduled times,
conference presenters will be available for
short demonstrations and one-on-one con-
versations. Attendees may ask questions
about the presentations or about other topics
from their experience. Questions that invite
discussion will be written on flip charts and
posted at the hospitality suite. Throughout
the conference participants may add their

comments to the postings.

Topics for the hospitality suite might include
the World Wide Web as a publishing tool,
Usenet news groups, multimedia publishing,
Internet seryices (FTP, Telnet, Gopher), and

“wsearch engings. After the conference, the
questions and responses will be organized
into a PCS Web page.

Problem solving, philosophizing, idea
exchange—the scope can be as wide as
attendees choose to make it. The credo of
the hospitality suite is “all of us together are
smarter than any of us alone.”

IPCC 96 has also scheduled a number of
excellent papers, panels, and workshops

on Internet-related topics (check out the
IPCC 96 Web pages at http://www.
ieee.org/pcs/pesindex.html). I can think
of no better way to upgrade your Internet
skills quickly than to attend IPCC 96 and
participate in the hospitality suite.

COME TO SARATOGA SPRINGS FOR IPCC 96

BY ROGER GRICE

n case the description of the prelimi-
nary conference program is not enough
to entice you to come to Saratoga

.. Springs, we offer:

9. September is a beautiful time to visit

upstate New York. Spectacular Fall

foliage, crisp air, and a chance to
relax and admire the beautiful
scenery.

8. The room rate at the Saratoga Springs
Sheraton is only $99 per night—single
or double. Not bad at all!

7. A chance to join your fellow conference
attenders for a night of harness racing in
Saratoga on Thursday, September 19.
Grandstand seats will be reserved for us,
giving us the opportunity to stay seated
or to mingle with friends.

6. A chance to visit the National Museum
of Horse racing and the National
Museum of Dance.

5. The Welcoming Reception on Tuesday,
September 17. Get a sneak peak at
IPCC 97, to be held in Snowbird, Utah.

4. The Wednesday evening reception,
sponsored by RPI’s Department of
Language, Literature, and Commu-
nication. An opportunity to relax,
discuss the day’s events, and to learn
what’s new at Rensselaer.

3. A chance to tour the Masie Center, an
exhibit of high-tech devices, gadgets,
and displays; see future technologies
up close and personal.

2. Opportunities to explore Saratoga and
Saratoga Springs on your own—the
historic Saratoga Battlefield, location
of the turning-point battle of the
American Revolutionary War; historic
Saratoga, a charming Victorian-style
city; Saratoga State Park.

1. The top reason to come to IPCC 96
in Saratoga Springs, NY: The opportu-
nity to network with many of the key
players in the field to technical and
professional communication, to ex-
change ideas and viewpoints, and to
return to your job charged up and ready
to meet new challenges.
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NOTICE OF ANNUAL MEETING

AND ELECTION

re you interested in helping lead
the Professional Communication
Society into the future? PCS is run
by an Administrative Comrnittee,
or AdCom, made up of 21 members, seven
of whom are elected each year.

The current AdCom will elect thé new
members at the PCS annual meeting on
September 21 at the Sheraton Conference
Center in Saratoga Springs, New York,
following IPCC 96. Any PCS member
may attend the meeting.

We need nominations to fill seven open-
ings on the AdCom for terms running
from 1997 through 1999. Any member
of IEEE and PCS is welcome to apply.
However, ¢lected members must be at
least Member grade in the IEEE before
taking office. Incumbents are eligible for
reelection. There are usually three AdCom
meetings per year, sometimes four.

If you are interested in nominating your-
self (or someone else), please contact
Laurel Grove (P.O. Box 19636, Amarillo,
TX 79114, or lgrove@ieee.ony). Anyone

eligible-who provides the following infor-
mation to Laurel by August 21 will be
placed on the ballot:

¢ Your IEEE membership number and
‘grade. ¢

% A statemeftt of who you are and what

you do professionally.

* Other professional organizations to
which you belong and a description of
your present and past activities in them.

* How you can help PCS achieve its aims;
why you should be elected to the
AdCom.

* What you would like to accomplish in
the next three years as a member of the
AdCom.

¢ The committee areas that are of interest
to you.

* The number of meetings per year you
would be able to attend.

We look forward to having you join the
leaders!

EEE

PROFESSIONAL COMMUNICATION SOCIETY

JULY/AYGUST 1996

Send Form 3579 to; IEEE, 345 East 47th Street, New York, NY 10017



