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Event Publication Guidelines

US-EU Match

Introduction

Purpose of this document

The purpose of this document consists of establishing guidelines for publishing events on the US-EU Match Web site. The objective of these guidelines consists of contributing to the quality of the content published on the US-EU Match Web site by defining:

· Focus rules: what kind of content US-EU Match publishes, and what is not eligible for publication.

· Content management rules: how the content published on the US-EU Match Web site appears and what kind of information it contains.

· Procedure rules: how to proceed with event publication step by step from the reception or identification of content of interest through its evaluation to its publication and dissemination.

· Dissemination rules: through which channels the content is disseminated, who is the target audience and how to reach it best in order to contribute to the visibility of the US-EU Match Web site.

These rules have a dual objective:

· Avoid duplication of information published on other sites such as Enterprise Europe Network, and establish US-EU Match’s specificity and corporate identity.

· Bring added value by dissemination of content of interest to US-EU Match customers.

Structure of this document

This document is structured in 4 chapters corresponding to the rules described above, which are themselves divided into sub-chapters corresponding to the criteria to which said rules will apply.

Focus rules

The purpose of establishing focus rules consists of helping US-EU Match identify relevant content to publish on the US-EU Match Web site among material that is proposed to them or that they come across in the framework of their activities. Identification is made according to a set of criteria comprising the type of events they publish, the deadline for publication, the geographical area where the event takes place, the technology area it may be relevant to, the topics it covers, and how they will behave in this respect with relation to the Enterprise Europe Network, which US-EU-Match is a member of.

Types of events

5 types of events have been identified, which can be published on the US-EU Match Web site because they are of interest to their customers and to visitors of the site:

· Brokerage Events: usually targeted according to technology area, their interest lies in the possibility for US-EU Match customers to meet companies and clients in bilateral or even multilateral meetings in order to realise technology transfer and reach partnership agreements.

· Seminars/Webinars: these events provide training on specific topics that might be of interest to US-EU Match customers and are related to the general scope of US-EU Match activities.

· Presentations of specific technological areas: such events aim at providing deeper knowledge in specific areas, especially if they are new or if there is strong innovation activity related to them.

· Conferences: usually organised in the framework of specific networks, their interest lies in information exchange on topics of interest and in the possibility of networking.

· SME Missions: these are targeted events attended by stakeholders in specific technological or economic areas, and are aimed at awareness raising on specific related issues.

Deadline for publication

The purpose of defining a deadline for publication consists of ensuring that the information is disseminated well enough in advance to make it possible to interested parties to plan their participation ahead of the event and organise themselves in a timely manner.

Here there are basically two cases:

· There is no deadline for registration to the event other that the date when the event takes place: in this case the deadline for publishing the event on US-EU Match is 4 weeks before the event at least.

· There is a deadline specified in the organisation of the event, either for registration as a participant or for paper submission as a speaker: in this case the publication deadline is 2 weeks before registration or submission deadline.

Geographical area of interest

As a member of the Enterprise Europe Network, US-EU Match considers that the geographical interest of its customers consists of the countries included in the Enterprise Europe Network, either as nodes or as Correspondence Centres.

Technological areas of interest

The technological areas of interest to the customers of US-EU Match are determined by the activities of US-EU Match:

· As a member of the Enterprise Europe Network.

· As an organisation active in the promotion of innovation and technology transfer.

In this context these technological areas are defined as follows:

· Technology areas covered by the Enterprise Europe Network’s Sector Groups.

· Technologies corresponding to profiles published:

· On the US-EU Match platform.

· In the Enterprise Europe Network’s BBS.

· Technology areas with especially strong innovation activity.

· New emerging technology areas.

Topics covered by the event

The topics covered by an event selected for publication are expected to correspond to areas covered by the activities of US-EU Match and by the needs of their clients, such as:

· Technology transfer.

· Innovation.

· Intellectual Property Rights.

· Innovation financing.

· Technology transfer profitability improvement.

· SME policy.

· Research.

· B2B.

Relationships with the Enterprise Europe Network

In order to avoid duplication of information and loss of added value, US-EU Match will publish events sponsored by the Enterprise Europe Network on its Web sites only if:

· US-EU Match organises or co-organises them.

· US-EU Match takes other responsibilities related to these events.

The Enterprise Europe Network, EACI or the European Commission explicitly asks US-EU Match to publish them.

Content management rules

The purpose of establishing content management rules consists of taking care that all relevant information needed in relation to events and event management appears:

· In the Events section of the US-EU Match Web site.

· In each individual Event entry.

The Events section on the US-EU Match Web site

The Events section of the US-EU Match Web site comprises an introductory page providing customers with a short description of the different types of events published on the site and of their added value to US-EU Match customers.

This page also features a link to the actual Events list, and also a short paragraph about US-EU Match as a member of the Enterprise Europe Network, together with a link to the Enterprise Europe Network’s public Events page.

Individual Event entries

Individual entries are expected to contain specific relevant information in the appropriate sections, which are going to be examined one by one in detail.

Title

Its purpose consists of identifying the event quickly and easily in the Events list.

The title of any event entry consists of:

· The type of event (e.g. “Brokerage Event”, “Conference”, etc.).

· The name of the event (e.g. “New Materials Forum”).

· The date(s) when the event takes place (e.g. “9 November 2008”, “12 to 15 April 2009”).

· The venue of the event, mentioning city and country (e.g. “Brussels, Belgium”).

Author

This field does not appear on the event page accessible to the public; it is visible only to US-EU Match site administrators. Its purpose is to identify the source of the information. By default the author is the person who asked for dissemination of the event or wrote the original text. However, if the text is transmitted to US-EU Match through intermediaries and the author is not identifiable as such, or if that author is also the contact person for the event, the person who will be entered as author will be the one who inserts the event into the US-EU Match platform.

Abstract

This is a brief overview of what the event is exactly about. Therefore it should mention among other possible information the organiser of the event, the context in which the event is being organised, and the target audience invited to attend or speak.

Event Particulars

These fields are visible only on the Information Repository form, and their purpose is quite obvious. There are three of them:

· Start: the starting date for the event.

· End: the closing date of the event (which may be the same as the start date).

· Location: the venue of the event (city and country)

These fields may seem to duplicate the information contained in the title but some advanced searching features are based on them.

Additional Information Link

The purpose of this field consists of entering a Web address that will translate into a link clickable on the title. Logically enough, the best possible address to be entered there is that of the event’s home page. However, if no such page exists, a sensible alternative is the registration page.

Highlight

This field is a radio button on the Information Repository form. Clicking it ensures that the event will be highlighted on the Us-EU Match home page.

An event should be highlighted on the US-EU Match home page only if:

· The event is organised or co-organised by US-EU Match.

· US-EU Match staff take part in this event as participants and/or speakers.

· US-EU Match takes responsibility of any kind in this event (outside organising or co-organising it).

Source

The Source field in the Information Repository form indicates where the information an entry bases on comes from. Logically enough, it should indicate where information on the event to be published came from, that is, where the publication requester is located – which is not necessarily where the event is going to take place.

Expiration date

This field in the Information Repository form is used to determine from which moment on an entry will no longer appear on the US-EU Match Web site. There is an interest in publishing past events for some time for customers or visitors who would like to retrieve some information of interest. However, in order no to clog the Web page with outdated information, an event entry will expire 6 months after the end date of the event.

Contact

The Contact tab in the Information Repository does not designate the author of an entry, but a contact person to whom further information may be asked from. This information will be publicly available on the Web page for the event on the US-EU Match site. Therefore, it should feature the person designated as contact for the event by the organisers – who may be different from the author of the text.

Keywords

The Keyword tab in the Information Repository form features two kinds of keywords for event entries: Technology Keywords and Country. Keywords are used to enable searches and filters based on them.

· Technology Keywords: this field is not mandatory, as it is relevant only if the event is about specific technologies or a specific technology area. Of course, in this case, it should highlight the technologies the event focuses on.

· Country: this field is used for event entries to indicate where the event is going to actually take place – which is not necessarily identical with the source of information (see the Source sub-section) or with the area covered by the event or of interest to it (example: information is received from a Spanish contact about an event taking place in Italy and focusing on the state of a technology in Europe: the source is Spain, thus Europe, in the Source field, and the country keyword to be selected is Italy).

Content

This is the last tab in the Information Repository, where the body of the text is entered in HTML form. The basis for it is the text provided by the publication requester. This text can be edited if needed if it is too long or not focused enough on the essentials. Additional information should be asked from the publication requester if required.

The following elements should be considered mandatory for all event entries:

· Picture: can usually be retrieved from the event Web site if it is not provided together with the text. In most cases it will be the event logo.

· The themes covered in the event.

· The nature of the invitation (as participants, as speakers, or both).

· The attendance fee (or absence thereof).

· The added value of participation to the target audience (participants and/or speakers).

Other elements are not applicable for all event entries, but should be considered mandatory whenever they are applicable:

· A link to a registration page (if registration is needed to participate).

· A link to a catalogue of profiles (for Brokerage Events).

· A registration deadline (if registration is needed to participate).

· A maximum number of participants or speakers (if attendance possibilities are limited).

· A submission deadline (if profiles or presentations are required).

· Information about the selection process (if profiles or presentations are required, or if there is a maximum number of participants).

The text should be signed by the external person related to the event: either the author of the original text or the contact person for the event.

External links (to a registration page or to a catalogue of profiles) should be featured clearly at the bottom of the text below the signature.

Procedure rules

The purpose of establishing procedure rules consists of establishing a step-by-step process for the identification, evaluation and publication of events of interest to US-EU Match. They are intended to describe how event publication requests are received, how they are subsequently treated, and the relationship between US-EU Match and the publication requester.

Event publication requests

Event publication requests may come from the following sources:

· US-EU Match staff:

· Events organised or co-organised by US-EU Match.

· Events in which US-EU Match staff participate and/or speak.

· Events in which US-EU Match takes special responsibility outside organisation or co-organisation (e.g. information dissemination, search for clients, etc.).

· Contacts at the European Commission or EACI.

· External people contacting US-EU Match.

According to the source of the request, the procedure will differ in some respects.

Events proposed by US-EU Match or by the European Commission or EACI will be published automatically, whereas events proposed by external sources will be screened for accordance with the Focus Rules prior to publication.

Request screening and evaluation

Events proposed by US-EU Match will not be screened, but they are expected to be drafted according to the Focus Rules. When the draft is ready they will be inserted into the Information Repository and validated immediately afterwards. 

Events proposed by the European Commission or EACI will be published as they are submitted to us. The link to the Web page will be sent for approval prior to validation, and eventual comments or requests for change will be integrated before validation. If no comment or request for change is sent to US-EU Match after a maximum of 3 days, the entry will be validated as it has been inserted.

Events proposed by external sources will be screened for compliance with the Focus Rules: 

· If the result of the evaluation is negative, US-EU Match will send an e-mail to the publication requester. This e-mail will introduce US-EU Match to them and explain the reasons why US-EU Match cannot publish their event.

· If the result of the evaluation is positive, the event will be inserted into the Information Repository, and US-EU Match will send an e-mail to the publication requester. This e-mail will introduce US-EU Match to them and contain the link to the US-EU Match Web page for their event, with a request for approval. Validation of the entry will happen after approval of the entry by the requester and eventual integration of their comments and requests for changes. If no comment or request for change is sent to US-EU Match after a maximum of 3 days, the entry will be validated as it has been inserted.

Dissemination rules

The purpose of establishing dissemination rules consists of ensuring visibility to the events published by US-EU Match by defining different possible dissemination tools and rules for their use. These tools also include integration with other technology transfer networks managed by the company running US-EU Match, Intrasoft International.

Dissemination tools

The first dissemination tool is of course the Events section of the US-EU Match site, and the Web page dedicated therein to each event entry.

The US-EU Match Web site also has a feature called e-Match, which sends e-mail alerts to visitors and customers upon subscription. Event alerts are included in US-EU Match.

Other dissemination tools are the results of individual initiatives that may be coordinated and systematised. One such initiative could consist of identifying events covering one or several technology areas and the Enterprise Europe Network Sector Groups corresponding to them, and informing their respective chairpersons through an e-mail message containing links to the US-EU Match Web page dedicated to each event and asking them to disseminate the information to their Sector Group.

Integration with other Intrasoft-managed technology transfer networks

Intrasoft International, the company that manages US-EU Match, is also setting up other technology transfer networks through other projects (e.g. MedIbtikar). These networks will be organised in communities around a central worldwide platform called Enterprise Match. Exchange of information on events between US-EU Match and these other communities will be designed and organised through the Enterprise Match platform.
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