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June 26, 2009
TO:
APS XAFS School Instructors and Organizers

FROM:
Julie Cross


SUBJECT:
2009 APS XAFS School Timeline
	
	Who does this—

ACTION
	OUTCOME
	DATE COMPLETE

	
	EARLY PLANNING
	
	

	
	APS XAFS SIG—

Form Program Committee
	Program committee is S. Calvin, J. Cross, S. Kelly, M. Newville, B. Ravel
	11/25/2008

	
	APS XAFS SIG—

Identify Local Organizing Committee
	J. Cross, N. Lazarz, R. Reed, T. Bolin
	1/30/2009

	
	Local Organizing Committee—

Recruit Experiment Coordinator

	T. Bolin
	1/30/2009

	
	Local Organizing Committee—

Set dates for School
	Dates for School are July 6-10, 2009
	11/25/2008

	
	Local Organizing Committee—

Reserve 402/E1100-E1200 and Gallery
	Rooms Reserved
	11/25/2008

	
	Local Organizing Committee—

Set up web page on wiki (http://xafs.org)
	School web pages are at

http://xafs.org/Workshops/APS2009
	7/29/2008

	
	Program Committee—

Write advertising blurb for School
	Done.
	7/29/2008

	
	Local Organizing Committee—

Advertise School (e.g., lightsources.org, SRN, JSR, APS web site, posters, etc.)
	Lightsources.org

APS User News-At-a-Glance, #52
	2/23/2009

3/3/2009

	
	Local Organizing Committee—

Reserve rooms at ANL Guest House
	30 rooms, 7/5 through 7/10

Check-out is Friday, July 10, 20090
	3/2/2009

	
	Program Committee—

Begin contacting instructors
	Scott Calvin (Sarah Lawrence)

Serena DeBeer George (SSRL)
	11/26/2008

	
	Experiment Coordinator—

Confirm beamline participation
	5 BM, 9 BM, 10 BM, 12 BM, 13 BM, 20 BM, 20 ID
	2/13/2009

	
	Program Committee—

Set maximum number of participants
	Maximum of 30 students, based on

6 beamlines x 5 students/beamline
	2/13/2009

	
	 4-8 MONTHS IN ADVANCE
	
	

	
	Local Organizing Committee—

Prepare budget for XSD-ADD (Pam Styka)
	Submitted.
	2/23/2009

	
	XSD-ADD (Styka)—

Set registration fees for ANL and non-ANL Students based on budget
	$475 for non-ANL participants

$235 for ANL/DOE participants
	3/10/2009

	
	XSD-ADD (Styka)—

Request ANL Work Project
	Charge Code 04576-00-130

-R1 (ANL registration, allowables)

-R3 (non-DOE, non-allowables)
	3/11/2009

	
	Program Committee—

Post working draft of schedule on wiki
	Posted.
	3/5/2009

	
	Program Committee—

Formally invite confirmed instructors
	Letters sent to Calvin and Ravel
	3/11/2009

	
	Local Organizing Committee—

Open web application form (include section for student experiments, odd years only)
	http://aps.anl.gov/Users/xafs2009.html
	3/16/2009

	
	APS User Administration & Support—

Provide copies of The X-Ray Data Booklet and other handouts for participants
	Rachel Reed reported that these are no longer in print.
	3/17/09

	
	Experiment Coordinator—

Apply for beam time
	GUP Id: 11910
	3/4/2009

	
	APS User Administration & Support—

Enter a beam time request for all participating XAFS beamlines. The User Office needs to do this since the web-based form only allows for a “primary” and two “alternate” beamlines.
	Meg Vigliocco-Hagen entered requests for 5 BM-C, 9 BM, 10 BM, 12 BM, 13 BM, 20 BM, and 20 ID.
	3/18/2009

	
	Program Committee—

Review student applications
	Reviewed by Ravel, Cross, Kelly, Ma, Kropf, Newville
	5/20/09

	
	Program Committee—

Notify students of acceptance (or regrets)
	Letters sent by jox@aps.anl.gov
	5/21/09

	
	APS User Administration & Support—

Verify User Agreements for all participants (odd years only)
	Done.

Last agreement is for CISA scholar.
	6/23/09

	
	AIP Contact Coordinator (Bruce Ravel)—

Request AIP support for FIP student
	Acceptance letter sent to Tahel El-Hasan, with copy to Amy Flatten (flatten@aps.org) and Michele Irwin (irwin@aps.org) at the American Physical Society
	5/21/09

	
	1-3 MONTHS IN ADVANCE
	
	

	
	Local Organizing Committee—

Make reservations at dinner restaurants
	Reza’s, Wednesday, July 8

Aodake, Thursday, July 9
	3/5/2009

3/5/2009

	
	Local Organizing Committee—

Plan lunches and snacks
	Box lunches from Panera, Bolingbrook. Meeting with catering coordinator 6/29/09.
	

	
	Program Committee—

Finalize program schedule
	Shelly Kelly coordinated the schedule.
	6/16/2009

	
	Program Committee—

Decide on curricular experiments
	Participants will run own samples, as coordinated by beamline scientists.
	5/29/2009

	
	Local Organizing Committee—

Order coffee supplies
	Flavia supplies ordered 6/26/2009
	

	
	American Institute of Physics, as advised by Program Committee—

Award FIP grant
	Awarded to Tayel El-Hasan of Mutah University, Jordan.
	5/21/2009

	
	Local Organizing Committee—

Reserve ANL buses for dinners
	Confirmed


	5/29/2009

	
	Local Organizing Committee—

Schedule ANL photographer
	Confirmed
	5/29/2009

	
	Program Committee—

Prepare evaluation form
	
	

	
	Local Organizing Committee—

Secure Welcome and Safety Spiel speakers
	J. Murray Gibson—Welcome

Paul Rossi—Safety Spiel
	6/5/2009

	
	3-4 WEEKS IN ADVANCE
	
	

	
	Local Organizing Committee—

Order manuals from ANL Media Services
	Ordered and received 50 copies, plus three leftover from last year.
	6/16/2009

	
	Local Organizing Committee—

Order binders and materials for information packet
	Nancy ordered these
	6/18/2009

	
	Participating Beamline Scientists—

Submit ESAFS for beamline experiments. Sample prep lab cut from program. Beamline scientists will discuss sample prep during experiments.
	64104 – 09 BM-B
	

	
	Local Organizing Committee—

Remind to speakers to submit electronic copies of presentations and demonstrations
	First notice sent by Matt Newville
	6/22/2009

	
	APS User Administration & Support—

Request gate passes for participants
	
	

	
	1-2 WEEKS IN ADVANCE
	
	

	
	Local Organizing Committee—

Confirm AV equipment
	
	

	
	Local Organizing Committee—

Confirm room set-up
	Done.
	6/23/2009

	
	Local Organizing Committee—

Assemble binders
	
	

	
	Local Organizing Committee—

Buy non-perishable food stuffs
	
	

	
	Local Organizing Committee—

Check stocks of supplies (not enough serving spoons at 2008 school. Also need: duct tape, coffee cups, sugar, creamer, salt, pepper, napkins, plates, eating utensils)
	
	

	
	Local Organizing Committee—

Check supply of power strips, buy more as needed
	
	

	
	3 DAYS IN ADVANCE
	
	

	
	Local Organizing Committee—

Get final head count for dinners
	
	

	
	Local Organizing Committee—

Prepare guest lists for dinners
	
	

	
	Local Organizing Committee—

Pick up name tags from Conference Services
	
	

	
	DAY BEFORE THE SCHOOL
	
	

	
	Local Organizing Committee—

Check room set-up
	
	

	
	Local Organizing Committee—

Install power cords in E1100-1200 for computers
	
	

	
	Local Organizing Committee—

Make sure coffee supplies are in place for morning session
	
	

	
	Local Organizing Committee—

Test AV equipment (computer, projector)
	
	

	
	Local Organizing Committee—

Print two copies of schedule to post by E1100-E1200 doors
	
	

	
	Local Organizing Committee—

Print signs for coffee pots, Nespresso menu, etc.
	
	

	
	DURING THE SCHOOL
	
	

	
	Local Organizing Committee—

File all receipts
	
	

	
	AFTER THE SCHOOL
	
	

	
	Local Organizing Committee—

Remove power cords and tape from floors
	
	

	
	Local Organizing Committee—

Return AV cable and remote control
	
	

	
	Program Committee—

Send letters of appreciation to speakers, organizers, and helpers
	
	

	
	Local Organizing Committee—

Print copies of student feedback for organizers and instructors
	
	

	
	Local Organizing Committee—

Request reimbursement from Work Project
	
	


� Experiments at APS beamlines are offered only in odd-number years.
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