THE 2012 ANNUAL MEETING IS SCHEDULED FOR JANUARY 5-8 IN CHICAGO. AHA and affiliate events will be scheduled in the Sheraton Chicago (hdqtrs.), Chicago Marriottt Downtown (co-hdqtrs.), and the Westin Chicago River North, -- all located on or near downtown Chicago's "Magnificent Mile."

Rates at the Sheraton, Marriott, and Westin are $109 single and $20 for each additional person. In addition, there will be a block of rooms at the Courtyard Chicago Downtown/River North at $99 single and $20 for each additional person.  A shuttle will operate among the four hotels throughout the meeting.
 
This e-mail and my March 24 e-mail with attachment describe the information your organization must gather to submit events to the AHA.  The March 24 attachment outlined the details to collect about the group's events  that can then be "cut-and-pasted" into the online submission system (and if you need that message resent, let me know).  This e-mail highlights general instructions about the online system itself, reviews schedule/time periods, and provides info on where to seek assistance.


PLEASE READ BOTH LINKS NOTED BELOW AND THIS E-MAIL before linking/beginning work in the submission system:
http://aha.confex.com/aha/2012/affiliates/symposia/index.cgi

The deadline to submit your group's event(s) is 11:59 p.m. on SUNDAY, MAY 15.  See section 4 below for contact info for assistance or for questions.

There are two memos linked to the submission system:  (1) session types and time slots and (2) audio visual information.

http://www.historians.org/annual/2009/AffiliateSessionTypes.cfm



 HYPERLINK "http://www.historians.org/annual/2009/AffiliateAV.cfm" \t "_blank" http://www.historians.org/annual/2009/AffiliateAV.cfm



1.  Highlights
--meeting dates are Thursday, Jan. 5 through Sunday, Jan. 8.  There are eight time slots (see section 3 below for listing of all time periods)
--you will need to provide e-mail addresses for ALL session participants (this helps to avoid assigning individuals participating in both affiliate and AHA sessions to the same time period)
--you must note an alternate time slot for each event, including sessions
--if your affiliate submitted session(s) to the AHA Program Committee, e-mail notifications will be sent to all session organizers no later than end-of-day Wednesday, May 4.  If your group submitted sessions to the AHA committee that were declined as joint session(s), the group can still offer these session(s) on its 2012 program.  Step-by-step instructions are provided in the online system, but this is the information you should collect beforehand:  the session identification number (the session organizer can provide) and the session's complete name.
--Reminder: due to excellent hotel rates (from $99 to $109 single) and the need to ensure that individuals on the job market will have access to AHA rates, registration for AHA meeting will be required to reserve a hotel room.  Housing will open in early September.


2.  General Instructions
 
         A.  The first step is to identify which affiliate is sponsoring the program. There is an alphabetized, drop-down menu to select the organization.  If some sessions or events will be co-sponsored by additional affiliates, you will indicate co-sponsorship when entering session information in a later step.
 
         B.  Note that the first “people” screen is where you will enter the name, e-mail address, and summer mailing address of the organization official(s) who can clear details and proof the Program entry. If more than one person will enter information about the affiliate’s sessions, you may enter additional organizers, who will receive an automated e-mail with information about how to access the affiliate’s program. Important note: This step is only for entering primary organization contacts. You will enter session participants in a later step. 
 
         C.  Affiliates are not required to enter abstracts or biographical information for sessions  (this info was only required for AHA Program Committee submissions).
 
         D.  If the same individual will serve as chair and commentator, you must enter the name twice, once for each role.
 
         E.  You may look up AHA members in the system or provide names, affiliations, e-mail addresses, and country of residence (for indexing purposes) for non-members. E-mail addresses are required for EACH person on session(s).
 
         F.  When you have finished entering your session, (1) close the window and the session will be saved automatically. (2) Click “sessions” on the affiliate page to add the session to your list.
 
         G.  Affiliates scheduling off-site luncheons and other unusual events should select “other.” They will have the opportunity to name the session type (and, if applicable, information about an off-site location or other details) in a text box.

         H.  Affiliates who normally include additional information -- such as the location of an off-site luncheon, an invitation to a reception, a description of an information session, etc. below the program listing -- should e-mail that text to Debbie Ann Doyle at ddoyle@historians.org by May 15. Please include the name of the session or event in the e-mail.


3.  Session Schedule and Number of Time Periods for 2012 Annual Meeting - there will be the following 8 time periods for AHA and affiliate sessions (other events, such as luncheons, receptions, business meetings, and the like can take place in other time periods which the affiliate can note--this list is for sessions only):
 
Thursday, Jan. 5
3:00-5:00 p.m.
8:30-10:30 p.m. – NOTE:  AHA Plenary Session (no other events will be scheduled at this time)
 
Friday, Jan. 6
9:30-11:30 a.m.
2:30-4:30 p.m.
8:30-10 p.m. NOTE:  AHA General Meeting (no other events will be scheduled at this time)
 
Saturday, Jan. 7
9:00-11:00 a.m. 
11:30 a.m.-1:30 p.m.
2:30-4:30 p.m.
 
Sunday, Jan. 8
8:30-10:30 am..
11:00 a.m.-1:00 p.m.


4.  For Help or Questions/Problems
--About Chicago hotels, general questions about meeting space or scheduling and the like, Convention Director Sharon Tune at stune@historians.org.

--About how to enter a particular session type or other questions about our affiliate submission process, Convention Assistant Debbie Ann Doyle at ddoyle@historians.org

--About technical issues with the online proposal system: technical support at the Confex (Conference Exchange), the contractor that developed the system, at aha@confex.com. You may also call 1 (401) 334-0220 between the hours of 8:30 AM and 6:00 PM Monday through Friday, U.S. Eastern Standard Time.
