CHI 2000 INFORMATION FOR TUTORIAL INSTRUCTORS
Dea CHI 2000Tutoria Instructor,
Congratulations on having your tutorial accepted for CHI 2000

This author kit has been pu together to give you information abou what you reed to do,when
you redal to doit, and how to doit so that your tutorial is agred success Pleaseread this
information nowv so that you have a omplete understanding of what you will need to do ower the
next few months. Y oumust follow the enclosed instructions and timetable so that your tutorial
notes will be ready to be pubished.

If you have ay questions please mntad the wnferenceoffice d +1 410263-5382.

Contents of the Author Kit
In addition to this information, your author kit includes:

* Chedclist
* Forms
- CHI 2000Audio-Visua and Computer Request Form for Tutoria Instructors.

- ACM Tutorial Notes Release Form (if more that one tutorial instructor, please make
additional copies)

- Sample Copyright Release Form
- ACM Permisson and Release Form
- Tutorial Suppies Request Form
* Guidelines
- How to Prepare Your Tutorial Notes
- How to Prepare for Presenting at the Conference
- How to Producethe Camera-Realy Document

I nformation about the forms you need to sign and return
Audio Visua Computer Request Form

Even if there has been nochange in the audio-visual and computer suppat that you
requested in your tutorial submisgon, you must still complete and return the CHI 2000
Audio-Visua and Computer Request Form for Tutorial Instructors. If you dorit return
thisform ontime, youwill not receve AV or computing equipment for your tutorial.

ACM Tutorial Notes Release Form
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The ACM Tutorial Notes Release Form must be cmpleted by each tutorial instructor;
please make mpies for additional instructors. Thisform must be submitted by postal
mail, because ACM must have original signatures onfile.

Sample Copyright Release Form

If you are reprinting any copyrighted material in your tutorial notesit isyour resporsibility
to olktain al copyright releases and to maintain acairate records of them. Please see
enclosed "Sample Copyright Release Form."

Tutorial Supdies

If your tutorial will be needing supgies please be sureto fill out the enclosed form and
return it to the conferenceoffice It isvery important that you ke spedfic and indicae the
guantity of the suppy that youwill need onthe form.

Speaker Orientation

A speeker orientation will be held for tutorial instructors on Sunday, 2 April and Monday, 3 April
at 7:00am in the Vermee Lounge onthe GroundLevel of the Netherlands CongressCentre. At
least one instructor from your tutorial must attend the speeker orientation onthe day of your
tutorial. Important (and last minute) information will be distributed by the Tutorial Co-Chairs
and by the Tedhndogy Suppat Co-Chairs.

Tutorial Room Setup

Conf erence managenent will set up all tutorial roonms C assroom/
School roomstyle. This style neans that the roomw ||l be set
up with rows of narrow tables with seating for three persons at
each table or the roomw ||l have pernmanent auditorium seating
with fold-up desktops. If your tutorial requires a different set
up, please contact the conference office, and check the
appropriate choice on the Tutorials Supplies List Form
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Schedulefor thetutorial day
7:00 am | Speeker Orientation

8:30am | Tutoria begins
10:00- 10:30am | CoffeeBreek
12:00 pm | Morning sesson ends

12:00- 1:30 pm | Lunch bre&
1:30 pm | Afternoonsesdon kegins

3:00- 3:30 pm | Coffeebres
5:00 pm | Tutorial ends

Compensation policy for full-day tutorial

Based onrevised SIGCHI pdlicy, an honaarium of $2,000will be avarded for presenting afull -
day tutorial and $1,000for a half-day tutorial presentation. If your tutorial hastwo o more
instructors, the honaarium will be shared among them. Instructors must pay for their own travel,
subsistence and conferenceregistration. Eacd tutorial instructor will receve a opy of the tutorial
notes for the tutorial that they are presenting.

Additionally, CHI 2000is off ering extra tutorial notes to the instructors. For ead tutorial the
instructor or group d instructors may request a maximum of 4 tutorial notes.

Book sales during the exhibits

If you are the author of abookthat your tutorial participants might like to puchase & the
conference, please urge your pullisher to become an exhibitor at CHI 2000. For more
information your puldi sher may visit the CHI 2000web site & www.aam.org/chi2000 @ they
may send email to chi2000-exhibits@aam.org. If your puldisher is alrealy exhibiting at CHI
2000 pease suggest that they have plenty of copies of your books on handto sell at the
conference

Contact your tutorials co-chair if you need more information

If you have questions or need additional information, dease mntad the tutorials co-chairsvia e
mail uncer
chi2000-tutorials@acm.org.
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