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OPERATIONS MANUAL
ISSCT - Technical Program Committee

1. INTRODUCTION

This manual is a summary of useful information and action items relating to the Technical Program
Committee, the Technical Panel and the activities for which they are responsible. It provides a ready-
reference and checklist to assist in co-ordinating the administration of the technical proceedings of
ISSCT. This document is also prepared to provide background information for those ISSCT members
who are newly appointed to positions within the Technical Program Committee/Technical Panel
structure. It covers:

e The roles and responsibilities of the Technical Program Committee and Technical Panel

e The procedures associated with the organisation of the technical program of an ISSCT
congress

e The procedures associated with the organisation of ISSCT workshops.

Note that this document gives general guidelines only. If there is conflict between this document and
the constitution of ISSCT, the constitution takes precedence.

2. THE TECHNICAL STRUCTURE OF ISSCT
The technical structure of ISSCT (as opposed to its administrative structure) involves the following:

e The Chair of the Technical Program Committee who has overall responsibility for the ISSCT
technical program as well as being a member of the ISSCT Executive Committee.

o The Agriculture, Biology, Factory, Co-products, and Management Commissions, each of
which is led by a Commissioner.

e The five Commissions are divided into Sections. Each Section has a Chair and each
Commission has a French-speaking and a Spanish-speaking Deputy Commissioner. The
sections are:

o0 Biology Commission: Four sections - Breeding, Entomology, Molecular Biology and
Pathology.

0 Agriculture Commission: Has two sections covering Agronomy and Agricultural
Engineering. The Agronomy section covers a wide technical range and is often
considered to have two sub-sections, Plant and Soil Nutrition, and Crop Management
Systems.

o0 Factory Commission: Two sections covering Engineering and Processing.

0 Co-products Commission: Has just the one section.

o0 Management Commission: Has just the one section.

e Each section has a committee of five to eight members (typically).

The guidelines for the selection of these people are in Appendix A.
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3. ISSCT TECHNICAL COMMITTEES

The Technical Program Committee and Technical Panel are the two committees that oversee the
technical operations of ISSCT.

3.1 The Technical Program Committee

The Technical Program Committee oversees the technical operations of the ISSCT between
congresses. It meets formally at the location of the next congress for the ‘mid-term meeting’, which is
held roughly halfway between congresses. The members of the committee are:

The Chair of the Technical Program Committee
The five Commissioners

The ISSCT Editor

The ISSCT General Secretary.

The main purpose of the mid-term meeting is to ensure that the organisation of the next congress is
proceeding satisfactorily.

3.2 The Technical Panel

The Technical Panel meets during each congress. The primary responsibilities of the committee are to
oversee and manage the technical program of the ISSCT (i.e. the ISSCT workshops and the technical
component of the congress). The members of the Technical Panel are:

e  The members of the Technical Program Committee
e  The Chairs of the Section Committees
o A member appointed by the Affiliated Member hosting the Congress.

4. RESPONSIBILITIES

This section contains a summary of the responsibilities of those people involved in the technical
organisation of ISSCT. All these people must be current members of ISSCT.

Chair of the Technical Program Committee:

e Has primary responsibility for the technical activities of ISSCT, including the technical
content of congress, the production of the congress proceedings and the workshops.

e Reports back to the ISSCT Executive Committee, of which he/she is a full member.

e Works with and reports to the Chair of the Executive and communicates principally with the
five Commissioners and, to a lesser extent, the Section Chairs.

e Chairs the Technical Program Committee and Technical Panel.

e Must attend the mid-term meeting and the congress.

Commissioners:
e Each has primary responsibility for one of the five Commissions.
e Are members of the Technical Program Committee and Technical Panel.
e Work with the Chair of the Technical Program Committee and communicate with the Chairs
of the Section Committees in their Commission to achieve the technical objectives of ISSCT.
e Chair one of their Section Committees (the Biology Commissioner does not need to chair a
Section).



ISSCT (@|§§ TPC Operations Manual

5=

e Attend the mid-term meeting of the Technical Program Committee and each congress.

o Liaise with the Chairs of their Section Committees to prepare proposals for consideration by the
Technical Panel for workshops to be held in each inter-congress period by their sections and
subsequently ensures that these workshops are organised and presented.

e Are responsible for the preparation, selection and review of papers and posters for the ISSCT
congresses associated with their Commission in liaison with the ISSCT Editor and the Chair of
the Technical Program Committee.

e Organise a reviewing panel for papers/posters in consultation with each Section Chair.

e Are responsible for organising appropriate technical symposia or similar sessions within each
congress.

e Chair technical sessions at congress.

ISSCT Editor:

e Isthe secretary of the Technical Program Committee (TPC) and the Technical Panel.

e Makes recommendations to the Chair TPC regarding guidelines for the submission and
processing of communications.

e Ensures that at least one author of each paper/poster is a member of ISSCT, except as otherwise
provided in the constitution.

e Communicates with the Chair TPC, Commissioners and Section Chairs, and the authors
concerning the processing of papers, their acceptance and their presentation at congress.

e Edits all submissions for English expression and style, and organises the publication of
proceedings.

e Ensures that all abstracts are translated into French and Spanish by the authors or Deputy
Commissioners.

e Liaises with the Chair TPC, the General Secretary and Congress Organising Committee
regarding congress organisation to foster communication among members generally.

e Attends the mid-term meeting of the Technical Program Committee.

Deputy Commissioners:

Deputy Commissioners do not act as deputies for the Commissioners. They are chosen on the basis that
they have adequate command of English and either French or Spanish so that they can translate the
abstracts into the three official ISSCT languages of English, French or Spanish. They may assist the
chairs of each congress session by providing translation services as required during the oral paper
presentation. English is the official language for the Society’s transactions, so there is a French-speaking
Deputy Commissioner and a Spanish-speaking Deputy Commissioner. If the Commissioner is fluent in
Spanish and/or French, then these arrangements can be varied. The Deputy Commissioners are also
likely to be members of one of the Section Committees. Their principal responsibility is to:

e Work with the Editor to provide translations of the abstracts of full papers and poster papers.

Section Chairs:

Work with their Commissioner to achieve the objectives of their particular commission.

Are members of the Technical Panel.

Attend each congress, if at all possible.

Propose future workshops and subsequently to organise and present an ISSCT workshop.

Work with their Commissioner to prepare, select and review papers and posters for the
upcoming ISSCT congress.

e  Chair technical sessions at congress.

Section Committee members:
e Work with the Chair of their Section Committee to organise and run the sectional workshop.
e Assist their Commissioner and the Chair of their Section Committee to select and review papers
and posters for the next congress.
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5. ISSCT WORKSHOPS

Each of the ISSCT Section Committees proposes a workshop to be held in the inter-congress period
(or possibly, but not ideally, during a congress) and subsequently to organise and run those workshops.
There are no firm rules governing what should or should not be done at workshops. The Chair of the
Section Committee is responsible for organising the workshop in collaboration with the committee
members. Two appendices are provided for guidance:

o Appendix B: ISSCT workshop guidelines. This document provides general guidelines
concerning the procedures associated with proposing, approving, financing and organising an
ISSCT workshop.

o Appendix C: Application to host a workshop. This appendix contains the form on which the
application to hold a workshop is made. This appendix is available on the ISSCT website as a
Word document.

6. CONGRESS PAPERS AND POSTERS

The Technical Program Committee has the primary responsibility for organising the technical program
of each congress.

The local Congress Organising Committee is responsible for the arrangements at the congress venue
and for all social activities.

6.1 Organisation of the technical program for a congress
The technical program at an ISSCT congress consists of the following components:

o Papers for oral presentation. Papers of this type are the majority of the papers presented at a
congress.

e Papers for the plenary ‘symposia’. Generally in the period before lunch on days 2-4 of the
congress, 90-minute sessions are arranged with invited speakers addressing topics of general
interest to the majority of delegates. No other oral papers are scheduled for presentation
during these periods. The topics and speakers for these symposia are arranged by the
Technical Program Committee.

e Poster papers. Poster sessions are an important part of an ISSCT congress. In order to
increase the standing of posters and encourage greater involvement, the authors of poster
papers must submit a short (1000 word) abstract of their poster. These poster papers are peer
reviewed as part of the process of reviewing all papers submitted to ISSCT.

e Other presentations. Workshops, discussion groups, or panel sessions may be arranged for
inclusion within the congress program. Items of this type differ among congresses.

The Technical Program Committee has the responsibility to ensure that arrangements are put in hand
for these items to be prepared in a timely manner. The Editor becomes actively involved in the
organisation of the technical program, along with other members of the Technical Program Committee
from the mid-term meeting onwards. At this time, the Section Chairs and their Committee Members
begin their involvement as they contribute to the review of manuscripts.

Appendix D gives an indicative timetable for the action between the mid-term meeting and the
congress, although it must be stressed that this timetable is only indicative of the activities that have to
take place and will be reviewed and updated in detail at each mid-term meeting. The critical aspect of
this timetable is ensuring that papers, etc are available early enough and are edited to a high enough
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standard to enable the congress proceedings to be produced in time to have them available at
registration at congress.

6.2 Initial submission of paper abstracts

A critical component in the process of producing a technical program for congress is the initial receipt
of expressions of interest to present papers and/or posters at congress. These expressions are used to
decide on the number of papers to be presented and the number of technical sessions that must be
programmed. Appendix E summarises the number of papers and posters anticipated at the 2010
congress.

Appendix F provides a template that outlines the information required from prospective authors when
they express an interest to submit a paper or poster. The most critical component is a brief abstract.
Appendix F outlines the components that the abstract must contain so that technical merit can be
assessed. Appendix F is available on the ISSCT website as a Microsoft Word template. This must be
completed by potential authors and emailed to the Editor.

6.3 Instructions to authors

Detailed instructions to authors are prepared for each congress for consideration at the mid-term
meeting. The most recent version (as revised at the last mid-term meeting) is in Appendix G. These
instructions must be made available on the ISSCT website following each mid-term meeting.

6.4 Handling and evaluating manuscripts

One of the most critical activities associated with a congress is the handling, reviewing and editing of
manuscripts. In summary, the Editor is the point of contact with ISSCT for authors, with the Editor
distributing the manuscripts for review. The process to be used is reviewed at each mid-term meeting,
but Appendix H and Attachments H1 and H2 provide the current versions.

Appendix | provides guidance for the review process. The entire review process will be handled
electronically using email and the ‘Review’ option in Microsoft Word as the basic editing process.
Appendix J provides guidelines for this review process.

6.5 Programming arrangements for paper presentation at Congress

ISSCT Congresses usually span four days with the following general arrangements:
e Monday morning is devoted to the congress opening ceremony.
e The congress closes on the Thursday night with the congress dinner.
e There are 90-minute plenary symposium sessions before lunch on Tuesday, Wednesday and
Thursday.

This leaves Monday, Tuesday, Wednesday and Thursday afternoons and about half of Tuesday,
Wednesday and Thursday mornings available for the presentation of oral and poster papers. However,
there are other activities that reduce the available time including:
e A meeting of each section (allocated one paper time slot)
o Time for ‘presenting’ and viewing poster papers (probably two time slots per commission), and
possibly
e Workshops, symposia or other discussion/focus groups (which vary from congress to congress
and are not finalised until the mid-term meeting).

Each paper is allocated a 30-minute time slot. There are generally four paper time slots before the
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morning break and six each afternoon — a total of 40 time slots. There are usually up to four parallel
sessions — one for each of the commissions — although five parallel sessions can be considered if a
sufficient number of quality papers are submitted. Appendix K shows a program arrangement when
there are four parallel sessions.

6.6 Possible subsequent publication of papers

Papers initially published by ISSCT may be published subsequently in other international journals. Full
details on ISSCT’s policy on subsequent publication of papers initially published by ISSCT are given in

Appendix L.

7. CONCLUDING COMMENTS

This document provides general guidance concerning the activities of the Technical Program
Committee and the committees that oversee the technical activities of the various sections within
ISSCT. If the ISSCT is to remain a successful organisation serving the needs of sugar cane
technologists from around the world, it must adapt to meet changing needs of its members.
Consequently, this Operations Manual will also change.

New committee members should be given a copy of the current manual within 1 month of the end of
each congress. After the congress, the new Chair of the Technical Program Committee has the
responsibility of revising the manual — these revisions will be discussed and ratified at the mid-term
meeting. This revised document then provides the basis for the preparation of the technical program
for the subsequent congress.

Any comments about this document and its appendices should be emailed to the Chair of the
Technical Program Committee.
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APPENDIX A

GUIDELINES FOR SELECTION OF THE TECHNICAL PROGRAM COMMITTEE
AND TECHNICAL PANEL

1. BACKGROUND

Under the ISSCT Constitution, the function of the Commissioners and Technical Program Committee
(TPC) is:

“The technical work of the Society shall be carried out by the Commissions, which shall
foster the study of particular branches of sugar cane technology through co-operative
research and publications.”

The TPC comprises the Chair of the Technical Program Committee (a member of the ISSCT Executive),
the Commissioners, the Editor and the General Secretary.

The Technical Panel also includes the Section Chairs and a representative of the Affiliated Member hosting
the Congress.

2. NEED FOR GUIDELINES

Commissioners and Section Chairs are selected and not elected. This is done to ensure that the best people
are selected in order to maintain and improve technical standards of ISSCT. Therefore, it is necessary to
establish guidelines for filling these positions, so that transparency is maintained and so that there can be no
misunderstanding about the procedure for filling vacancies. It should be possible for any member of
ISSCT to be proposed for consideration for membership of the Panel or the Committee. However, selection
of the individuals will be undertaken according to defined criteria.

3. CRITERIA FOR SELECTION OF THE CHAIR OF THE TECHNICAL PROGRAM
COMMITTEE

The Chair of the TPC for the next congress is a member of the Executive Committee and is elected by that
Committee to be the Chair of the TPC. The appointment is based on the nominee’s experience with the
ISSCT paper selection, review and printing process and a demonstrated ability to effectively oversee the
whole process. The person elected is most likely to have been an effective Commissioner or perhaps the
Chair of a Section Committee.

4. CRITERIA FOR SELECTION TO THE TECHNICAL PANEL

The criteria to be used in making appointments to the Technical Panel are:

e The member must be committed to furthering the objectives of ISSCT and to monitoring and
improving the technical levels of ISSCT, to ensure that ISSCT remains the premier sugar cane
technology society.

e The technical competence and experience of the member in the area of interest must be
considerable, in order to identify issues that are of current interest and importance, and to assess
the quality of contributions.

o The work situation of the member must be such that he/she will be reasonably certain of being able
to attend ISSCT congress, workshops, and (if appropriate) the mid-term meeting.

e  The member must be located where communication via email is easy and reliable.
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5. CRITERIA FOR APPOINTMENT TO THE SECTION COMMITTEES

The same criteria should be applied to the selection of Committee Members as applies to the Technical
Panel. In addition:
e The Committees must be chosen so that there is continuity between Congresses.
Commissioners and most Section Chairs are expected to serve two consecutive terms.
e Section Chairs and their Section Committees should be chosen so that all aspects of the
Section’s technological activity in all sugar cane areas of the world are covered.
e Without sacrificing the quality of the Section Committees, consideration must be given to
including, where possible, members from as wide a geographical spread as possible, as well as
all three official languages of ISSCT.

6. PROCESS FOR SELECTION

The selection and composition of Section Committees must be an agenda item at Section meetings
held at workshops between congresses and at Section meetings during congress. This should provide
the opportunities for those interested in serving on the committees to show their interest, and for
discussion to accommodate members’ concerns on the appointments.

By the morning of the Wednesday of the congress, the Chair of each Section Committee shall submit
to the relevant Commissioner the nominees to chair the sections and to be Committee Members. The
TPC considers the nominations, requests changes if appropriate, and then recommends the
nominations to the Executive. Council approves the appointments on the recommendation of the
Executive.
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APPENDIX B
ISSCT WORKSHOP GUIDELINES

There are no rules governing what should or should not be done at a workshop. This is largely at the
discretion of the Section Committee. The following are general guidelines which are built around
decisions taken at various meetings and which have, in the past, resulted in the organisation of
successful workshops.

1. Workshop Proposals: Application to host a workshop must be made on Form 3 (see Appendix
C). This form outlines many of the requirements for holding a workshop. The relevant
Commissioner must arrange for proposals for workshops to be lodged with the Chair of the
Technical Panel at least 2 weeks before the next congress

2. Approval: Proposals for workshops will be considered by the Technical Panel, who will then
submit recommendations to the Executive for subsequent approval at the final Council meeting
at Congress.

In choosing the host for a workshop, the Technical Panel and the Executive shall consider the
host's ability to organise it and the relevance of the issue to be addressed. Consideration shall
also be given to spreading the Society's activities among countries of affiliated members and in
geographical regions to give maximum opportunities to different members for participation.
Workshops should be spread over the inter-congress period to ensure that they do not fall in any
one budget year.

3. Change of Venue: Any change of venue for hosting a workshop after approval by Council
must be initiated by the Section Chair through the relevant Commissioner and finally approved
by the Chair of the Technical Program Committee.

4, Finances: Council approves funding to assist with the organisation of the workshop and to
subsidise airfares for Committee Members attending the workshop. Council has approved
potential funding of US$6000 for each workshop. These funds are administered by the General
Secretary on the advice of the Chair of the Technical Program Committee in consultation with
the relevant Section Committee Chair. There will in general be up to US$1000 available to
cover administrative costs associated with the organisation of the workshop, plus US$5000 to
subsidise travel costs associated with the travel of Section Committee members to the workshop.

Section Committee members must advise the cost of the cheapest direct economy or apex return
air fare to the Chair of the Section Committee, who then allocates the available funds and
requests payment through the Chair of the Technical Program Committee. The subsidy is
allocated pro-rata in relation to these air fares, with a maximum individual subsidy of US$2000.
Full information is required on names and addresses of recipients of the money, e.g. many
Committee members will want it to go to the organisation for which they work. The ISSCT
General Secretary will not issue any cheques or bank drafts without prior authorisation by the
Chair of the Technical Program Committee.

5. Workshop Registration Fee: Attendees may be charged a registration fee to cover legitimate
costs incurred by the Workshop Organising Committee such as meals, transport, room hire,
documentation, etc. The cost of registration should be kept to a minimum, and ideally not more
that US$150/person.

6. Organisation of a Workshop: Section Committee members are expected to play an active role
in the organisation of workshops under the guidance of the Chair of the Section Committee.
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7. Web-site information: The organisers of the workshop must arrange for information about the
workshop to be displayed on the ISSCT website.

Preliminary brief information must be available within 3 months of a congress. This
information must at least include the theme of the workshop, the ISSCT section responsible, the
location and approximate date of the workshop, and email contact details for the organisers.

At least 1 year before the workshop, detailed information must be available on the website to
enable potential delegates to decide whether they wish to attend the workshop and arrange for
appropriate funds to be budgeted.

8. Attendees: The workshop must be open to any member of ISSCT with an interest in the topic
of the workshop, as well as additional observers from the host country.

Workshop delegates must be current members of ISSCT, ideally before registering for the
workshop. This must be stressed in advertising. For those who fail to become members before
a workshop, membership fees must be included in the registration costs and must be forwarded
to the General Secretary (although the value of these fees can be discounted against the
reimbursement of workshop expenses from the General Secretary). Observers need not be
ISSCT members.

9. Workshop program: The theme(s) and format should be relevant for the particular discipline,
and the agenda should be well structured. Since these are ‘workshops’, the organisers must
ensure that there is plenty of interaction among participants. There may be some hands-on
experience and field trips.

10. Reports: No proceedings are produced for workshops. However, organisers may request brief
abstracts from presenters prior to the workshop that can be made available to delegates on
arrival. At the discretion of the workshop organisers and agreement of the presenters,
PowerPoint presentations made during the workshop may be made available to delegates either
as hard copies or, preferably, on a CD. These should be saved as ‘PowerPoint Show’ to avoid
unauthorised changes.

The Chair of the Section Committee must submit a brief report to the General Secretary within 1
month of the workshop (with a copy to the workshop delegates, the relevant Commissioner and
the Chair of the Technical Program Committee) for display on the ISSCT website.

11. Congress Report-back: A report-back on the workshop should be given at the subsequent
congress. A full congress paper should be prepared, which may be presented as an oral paper or
alternatively summarised to the section meeting held during the congress.

Section Chairs should recommend ‘good’ presentations at workshops for presentation as full
papers or posters at the next congress

10
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APPENDIX C

INTERNATIONAL SOCIETY OF SUGAR CANE TECHNOLOGISTS
APPLICATION TO HOST A WORKSHOP

This is a Microsoft Word template. Please enter the responses into the spaces provided.

The completed form should be emailed to the Chair of the Technical Program Committee
(with copies to the ISSCT General Secretary and the relevant ISSCT Commissioner and Chair
of the Section Committee). The form must be received no later than 2 weeks before the start
of the next ISSCT Congress. Applicants should note that additional “ISSCT Workshop
Guidelines™ are contained in Appendix B of the TPC Operations Manual and also on the
ISSCT website.

1. DETAILS OF APPLICANT

Only sugar-related organisations with substantial resources will be suitable as hosts for
workshops. Preference will generally be given to Affiliated Members (i.e. technical societies
affiliated to ISSCT).

1.1 Name of Host Organisation

1.2 Contact Details
Name:
Title/Position:
E-mail:

Phone:

Postal Address:

1.3 Office Bearers
Please give names and positions of those who will actually organise the workshop.
Name Position

11



ISSCT

1.4

1.5

f@'é’ TPC Operations Manual

Lt

Nature of the Organisation

Please summarise the sugar-related activities and functions of the organisation.

Functions and
Activities:

Other Relevant
Information:

ISSCT Workshop Guidelines

Have you read and taken note of the information available in
the “ISSCT Workshop Guidelines” available on the ISSCT
website?

Yes/No
Please delete one.

2. PROPOSED ACTIVITIES

2.1

2.2

2.3

24

2.5

Proposed Topic for the Workshop

Preliminary Discussion with ISSCT
Please provide details of preliminary discussions concerning this topic at ISSCT
workshops and/or with the relevant Commissioner or Section Chair.

Proposed Sub-topics

Proposed Visits and/or Field Trips associated with the Workshop

Proposed Country, City and Venue

12
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2.6 Proposed Dates

3. NATIONAL POLICY IN RESPECT OF ENTRY OF REGISTERED MEMBERS

The Society recognises that the applicant may be unable to influence or alter Government policies
in respect of entry to that country of all members who desire to attend the workshop. Please
indicate:

3.1 Any known limitations to entry

3.2 Special visa requirements (if any)

4. RECOGNITION OF OBLIGATIONS

Workshop hosts must undertake to recognise that:

(@) the Section Committee appointed by ISSCT has ultimate responsibility for organising the
sub-topics and speakers for the workshop. This Committee will usually have a
representative from the host organisation and will work closely with the hosts.

(b) the hosts are responsible for local arrangements, such as:
e arranging publicity
organising the venue
recommending and coordinating accommodation
assisting delegates on arrival and departure
organising field trips
seeking sponsors for some events
collecting ISSCT membership fees and sending them to the General Secretary
ensuring that guidelines for workshops are adhered to.

(c) the workshop topic and venue cannot be changed without permission from the Chair of the
Technical Program Committee of ISSCT.

(d) ISSCT funding for the local organisation is limited to about US$1,000.

(e) the hosts are required to comply with the Workshop guidelines.

13
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5. COST OF ATTENDANCE

5.1 Sponsorship
Please provide and indication of any sponsorship envisaged.

5.2 Registration Fee
Please estimate the likely registration fee to be charged.

6. SIGNATURE(S) ON BEHALF OF THE APPLICANT

Signature:

Name:

Position:

Date:

Please Note:

(1) Applications to hold a workshop must be discussed with the relevant ISSCT
Commissioner prior to submission

(2) Applications must be lodged with the Chair of the Techncial Program
Committee at least 2 weeks prior to each congress. Please:
= Email a completed application form as soon as possible, and
= Bring a second original copy to the congress and check with the Chair of

the Technical Program Committee that the posted original has arrived.

14
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APPENDIX D

TIMETABLE FOR PREPARATION OF CONGRESS PROCEEDINGS

The timetable for the involvement of the Technical Program Committee in the production of
the congress proceedings is typically as outlined below. The table gives both general timing

guidelines as well as the dates (in brackets) required for the 2010 congress.

Time before Congress

ACTION TO BE TAKEN

Mid-Term meeting
(November 2008)

Review and update the Operations Manual.

Decide on general arrangements for presentation of papers, posters, themes for
the technical symposia.

Liaise with the Congress Organising Committee for publication of relevant
information in Newsletters, for inclusion on the ISSCT web page, and for
publication of the proceedings.

Between 18 and 12
months

(15 December 2008)

Call for papers distributed in Congress newsletter.

Commissioners and/or Section Chairs approach speakers to become authors of
selected theme papers, symposia papers and/or reviews and also arrange a team
of reviewers.

Between 12 and 10
months
(15 April 2009)

Deadline for submitting titles and abstracts for papers and posters. In one
month the commissioners and section chairs must review and accept/reject all
submissions.

Between 11 and 9 months
(22 May 2009)

Editor informs authors of acceptance (or rejection) of paper and poster
submissions.
Possibly recommend that some paper submissions be converted to posters.

Between 8 and 7 months
(31 July 2009)

Deadline for receipt from authors of manuscripts for oral papers,
symposium papers and poster papers.

Manuscripts submitted to editor who acknowledges receipt and forwards them
to the relevant section chair who arranges for the manuscripts to be reviewed.
Editor contacts authors who did not submit manuscript.

NOTE: It is critically important that receipt of manuscripts be confirmed at
each transmission.

Between 8 and 4 months
(15 November 2009)

Review process for oral papers, symposium papers and poster paper s
All papers reviewed. Editor MUST be kept aware of status of all papers in

progress. Authors informed of reviewer’s comments and asked to revise the
papers. There may be recommendation that some papers be resubmitted as
posters.

Four months
(1 December 2009)

ABSOLUTE FINAL DEADLINE FOR RECEIPT OF FINALISED
PAPERS BY THE EDITOR. Any papers received after this deadline will not
be included in the proceedings and will not be accepted for presentation at
congress.

One month
(31 January 2010)

All material must be with the printers and CD manufacturers.
COC must have finalised all artwork and detailed arrangements with printers.

Congress registration
(8 March 2010)

Congress proceedings available to delegates.

15
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TABLE SUMMARISING THE NUMBER OF PAPERS TO BE
DELIVERED AT THE 2010 CONGRESS

Commission Section Oral/Full Paper Slots
Agriculture Agronomy 48
Agricultural Engineering 12
Biology Breeding 12
Entomology 12
Molecular Biology 12
Pathology 12
Factory Processing 24
Engineering 24
Co-Products Co-Products 24
Management Management 15

Note: (1) If the number of papers justifies it, the Agronomy papers may be subdivided into sub-sections of
Plant and Soil Nutrition and Crop Management Systems.
(2) Generally there are 180 30-minute time slots for the presentation of papers (less the number
required for sectional meetings, viewing poster papers etc).
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APPENDIX F

TPC Operations Manual

ISSCT - INTENT TO SUBMIT A MANUSCRIPT AT THE VERACRUZ CONGRESS

8-11 MARCH 2010

This is a Microsoft Word template. Please type the required information in the spaces provided and

email this document to the ISSCT Editor (mac.hogarth@bigpond.com).

submission.
received, please resubmit the email.

One copy for each

If you do not receive an acknowledgement within two days that the email has been

I/We submit an abstract outlining a paper/poster we wish to submit for presentation at the above
ISSCT congress. We understand that this abstract will be reviewed by the ISSCT Technical Program
Committee and that we will be informed within five weeks after the closing date for this submission
whether a full paper/poster manuscript can be accommodated in the congress program.

This abstract is submitted for inclusion in the following ISSCT Technical Section.

ISSQT. Technical Section P_Iease enter “yes
Commission in one row only
Agriculture Agronomy
Agricultural Engineering
Biology Breeding
Entomology
Molecular Biology
Pathology
Factory Engineering
Process
Co-products
Management

We request that the manuscript be considered for presentation in one of the following categories.

Type of Manuscript

Please enter “yes”
in one row only

Full congress paper

Poster paper

Either a full paper or a poster paper

The principal author for this paper/poster and the person to whom all emails should be sent is:

Family Name

Given Name and other Initials

Email address (Y

ISSCT Membership
No. @

The name of the person who we hope will be able to attend congress to present the paper (subject to

confirmation at a later date) will be:

Family Name

Given Name and other Initials

ISSCT Membership No. @
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The co-authors of the manuscript will be:

Family Name Given Name and other Initials ISSCT Membership No. @

ABSTRACT: Please enter the title and the abstract in the box below. The abstract MUST be
constructed with the following components. Please indicate:

e why the study was done (maximum two sentences),
e how the study was done (maximum four sentences),

e the results obtained (maximum six sentences), and

e the conclusions drawn from the study (maximum four sentences).

Be concise and precise. Overall there should not be more than 300 words. Excessive length will be
viewed negatively.

Title

Abstract

PERMISSION: ISSCT may wish to publish information about this abstract on its website as part of
its publicity about the forthcoming congress. Please indicate your agreement to this.

As Principal Author | agree on behalf of all authors that ISSCT can publish this YES/NO
abstract or information associated therewith on its website. (see also note 3 below) (Please delete one)

PLEASE (1) All communications concerning papers and posters must be by email with the ISSCT

NOTE: Editor (mac.hogarth@bigpond.com). Authors are asked to acknowledge
immediately the receipt of all emails from the editor, otherwise the editor will resend
the email. The editor will usually acknowledge receipt of all emails he receives
within two working days. If no acknowledgement is received in that time, please
resend the email.

(2)  Please supply current membership number for 2007-2010. Before the paper/poster is
accepted, one author must be a member of ISSCT. Membership application is
available on the ISSCT website at http://issct.intnet.mu.

(3) ISSCT has a policy of encouraging subsequent publication of congress papers in
selected international journals. ISSCT will only agree to the subsequent publication
of a paper if it has the agreement of all authors.

18




ISSCT (@|§§ TPC Operations Manual

5=

APPENDIX G

INSTRUCTIONS TO AUTHORS
SUBMISSION OF MANUSCRIPTS FOR PAPERS AND POSTERS
VERACRUZ CONGRESS
8-11 MARCH 2010

The ISSCT Technical Program Committee has prepared the following guidelines as an aid to
authors submitting full-length congress papers and poster papers. A Microsoft Word template is
available on the ISSCT website (http://issct.intnet.mu) as a basis for preparing the papers and
posters (see Attachment G1 for a hard copy). This template indicates how a full-length paper and
a poster paper should look. In addition, since the abstract is the only part of the paper that is
printed in hard copy, there are specific requirements concerning construction and contents (see
below).

The proceedings for the congress will be produced on compact disc (CD) and available to all
delegates when they register at the congress. In addition there will also be a hard-copy book
containing copies of the abstracts of all papers and posters.

Please follow these guidelines strictly. Major deviations will result in manuscripts being rejected.

SUMMARY
Deadline for receipt of 15 April 2009
intent to submit a full Deadline for emailing the title and preliminary
length and/or poster abstract for full-length and poster papers to the
papers: Editor at mac.hogarth@bigpond.com. Authors will

receive confirmation to proceed to prepare the
paper/poster by 22 May 2009..

Deadline for receipt of 31 July 2009

full length papers and Microsoft WORD manuscripts of full-length

posters: papers must be received by the above date.
This deadline will be strictly enforced.

Subject matter: Papers should be of interest to an international

audience, of sufficient technological worth, and
not excessively commercial in nature.

Length of congress Strictly no more than 3000 words excluding title,

papers: list of authors and abstract (no longer than 300
words). The number of tables and figures must
be strictly limited and only included if absolutely
necessary. Information in text, tables, and figures
should not be duplicated.

Length of poster papers: No more than 1000 words excluding title, list of
authors and abstract (no longer than 200 words)
plus strictly limited tables and figures.
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DETAILED INSTRUCTIONS

Notification of intent to prepare a paper or a poster: By 15 April 2009 email the title,
author names(s) and abstract to the Editor using the template available on the ISSCT website.
So that adequate information is available to ISSCT to assess the outlines and to ensure that all
necessary information is available, the format of the abstract must be as indicated in the
Format of the Abstract paragraph below.

Subject matter: Papers and posters should be of interest to an international audience and
should present original data, new concepts, novel analysis, or innovative presentation or
interpretation of previously published material. Papers may be of a scientific, economic or
technological nature but must not be of an overtly commercial nature or written with
inadequate disclosure of relevant information for commercial reasons.

Length of Full Papers: These should be no more than 3000 words, excluding the title, list of
authors, and the abstract. Only tables, figures and references that are strictly necessary for
the presentation should be included. The abstract must conform to the format outlined above.

Length of Poster Papers: No more than 1000 words will be accepted, excluding the title, list
of authors and the abstract, and strictly limited tables and figures.

Format of the Abstract: The abstracts for both full length and poster papers are the only
parts of the papers/posters that are printed in hard copy. It is therefore most important that the
abstracts are reasonably comprehensive and give the reader an adequate summary of the
paper. Consequently, the abstracts should be about 300 words and must cover the following
topics:

o Why the study was done (maximum two sentences)
o How the study was done (maximum four sentences)
o The results obtained (maximum six sentences), and
. The conclusions drawn from the study (maximum four sentences).

The abstracts must not contain any figures or tables.

Language: Papers and abstracts must be presented in English. Authors must include
abstracts in French and/or Spanish if they are able; if not, the relevant commissioners will
produce the translated abstracts.

Eligibility: At least one of the authors must be a member of ISSCT before the paper/poster is
accepted. Authors must make every effort to present their paper at the congress. However, if
they are unable to attend, they must ensure that someone with a good knowledge of the work
can make the presentation on their behalf. The presenter must be able to answer detailed
questions on the paper. This must be advised to the Chair of the Technical Program
Committee at least 2 weeks before the congress.

Peer Review: The ISSCT Commissioners in collaboration with the Section Chairs and the
Editor will arrange for papers and posters to be peer reviewed.
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Preparation: Commissioners may reject papers that require excessive editing. Before
submission, authors must have their papers reviewed by colleagues, and, if appropriate, by a
person fluent in English. Authors who are not fully conversant with technical English
and the type of sentence construction used in technical papers of the type required by
ISSCT must have their paper reviewed by a person fluent in English before emailing
their paper to the Editor. If there is any doubt on this point, authors must email their paper
to the Editor well before the stipulated deadline. Furthermore, authors are encouraged to
contact the relevant Commissioner before submitting their papers to clarify any doubts they
may have concerning the technical content and related matters for their papers.

Deadlines: Manuscripts of full papers and poster papers must be received by the Editor by
email 31 July 2009 to be eligible. Email will be the only form of communication between the
Editor and the authors.

Agreement Form: ISSCT must obtain assurances from authors that the papers and posters
are the original work of the authors, have not been published previously, and do not violate
existing copyright or intellectual property rights. Authors are required to complete an “‘ISSCT
Agreement Form’ to give these assurances (see Attachment G1).

LAYOUT OF FULL-LENGTH PAPER

Overall Layout of the Paper: A Microsoft Word template that should be used in the
preparation of a full-length paper is available on the ISSCT website at
http://www.issct.intnet.mu. The template shows the overall layout and format of the papers.

Title: The title should be as brief as possible, in capital letters not underlined, and followed
by the author's name(s), using initials or preferred given name.

Detail of Author(s): The name(s) of the author(s) should be accompanied by the institution
they represent and its abbreviated address. In the case of multiple authors from different
institutions, the name of each author should be marked with a superscript number beginning
with 1. The addresses corresponding to each author should also be marked with the same
superscript number. The professional title and rank of the author should not be included. The
email address of the principal author should be presented under the addresses.

ISSCT discourages the listing of more than four authors. Authors must have made a
significant contribution to the substance of the paper. Persons who only offered advice, who
assisted with the experimental program and/or who directed the work of an institution should
be mentioned in the Acknowledgements (see below).

Abstract: An abstract of no more than 300 words must be supplied, positioned below the
title and author headings. It must be reasonably comprehensive and self-explanatory.
Detailed requirements for the construction of the abstract is contained in the Format of the
Abstract paragraph above. The abstract will be published in a separate hard-copy document.
The abstract will help a reader decide whether to read the full paper from the CD, so it
must have sufficient detail for the reader to make this decision. French- and Spanish-
speaking authors must also supply an abstract in their language.
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Keywords: Immediately following the abstract, authors should write 'Keywords: ..." and give
no more than five keywords that cover the main elements of the paper.

Introduction: The introduction should inform the reader of the overall purpose of the paper,
and provide information on the previous work or experience on the theme of the paper.

Main Body of the Paper: In the case of scientific papers, it is suggested that authors follow
the standard presentation involving the following sections: materials and methods, results,
discussion and conclusions.

For reviews and description of technological processes, authors should decide on the layout
most suitable for their presentation. However, a section of conclusions should be included.

Acknowledgments: Authors may include a short section of Acknowledgments. It should not
be more than 50 words. If there are more than three authors listed for the paper, serious
consideration should be given to acknowledging some of the ‘authors’ in the
acknowledgements section and removing their names from the authors listing.

References: References to literature are given in the text as Bloggs (1992) or (Bloggs, 1992),
or Bloggs and Higgins (1992) for two authors, or Wilkins et al. (1993) for three or more
authors. While use of the term et al. is appropriate in the text for references to more than two
authors, all author names must be provided in the list of references except that, if there are
more than six authors, only the first three should be listed, followed by et al. This list is
collected at the end of the paper in alphabetical order of the first author's surname, in the
following format: Author(s) — surname first, initials last —, date in parentheses, the title,
publication, publisher and place of publication (for books), volume number, page numbers.

References to articles presented in Proceedings should include: name(s) of the author(s), the
year of publication in brackets, the full title of the article, the title of the proceedings, the
venue and date of the meeting, the name(s) of the editors, the publisher and the inclusive
pages of the article cited.

Each reference to a book should include: author(s) name, year of publication, title of the book,
publisher and place of publication, and total number of pages.

Each of these elements MUST be present to constitute a VALID reference. If a work cannot
be found because of insufficient detail, it will be deleted as useless, and authors risk
accusations of plagiarism.

The above three fictional references would then be cited as:

Bloggs, C.P. (1992). A sugarcane productivity model. Aust. J. Agric. Res., 21: 91-96.

Bloggs, C.P. and Higgins, J.C. (1992). Sugarcane photosynthesis. In: Proceedings of the
World Photosynthesis Symposium, Trivandrum, India, 1991. D. Snooks and S. Tan (Eds).
Pathan Press, New Delhi pp. 120-128.

Wilkins, S.Y., Yoshida, T. and Chen, S.K. (1993). Photosynthesis of Sugarcane. Caneworld
Publishers, New York. 242 pp.
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Increasingly, conference papers are produced on CD. The following format should be used to
reference such papers:

McBain, G.D., Harris, J.A., Miller, K.F. and Vigh, S.N. (2002). Temperature distribution in a
vertical cooling crystalliser. Proc. Aust. Soc. Sugar Cane Technol. (CD-ROM), 24: 7p.

If the reference is to an article from a website, please use the following format:

Poland, D. (1998). The hot button. Roughcut. Turner Network Television. Accessed 28 Oct.
1998. http://mww.roughcut.com

References in the text that are not in the list of references will be deleted; similarly, references
in the reference list not referred to in the text will be deleted. If several papers by the same
authors in one year are cited, a, b, c etc. are placed after the year of publication.

The abbreviations for journals or periodicals should follow the system used in recent volumes
of the Proceedings of the ISSCT.

Tables: Tables MUST be kept to a minimum number and size. They must fit onto an A4
page in portrait format. Tables must be numbered consecutively, eg Table 1, Table 2,
followed by a brief explanatory heading, referred to in the text as such. Authors must give
due consideration to the necessity and relevance of data tables, rather than include them
simply because they are readily available on computer. Note that data should not be
presented in both a table and in a figure. In general, it is better to present the data in graphical
form than in a table. Please remember that tables should be placed at the most appropriate
place in the text, not in separate files or at the end of the text. All tables must be inserted in a
format that allows them to be changed by the Editor (not inserted as a “picture’).

Equations: Simple equations (i.e. one-line equations with subscripts and superscripts) should
be typed directly into the text. Others should be rendered in Microsoft Equation Editor, so
that errors, changes or corrections can be applied to the electronic document. If appropriate,
the equations should be numbered.

Figures/photographs: Authors must convert figures and diagrams into Microsoft Excel or
Microsoft PowerPoint. Photographs should be supplied in .jpg format. Figures should be
numbered consecutively, eg, Figure 1, Figure 2, followed by a brief explanatory title, and
referred to in the text as such.

All photographs, figures and diagrams should be placed in the body of the text.

Style: Do NOT underline headings or text. Please use capital letters sparingly. Do not
confer capital letters on every mill station, tool, piece of equipment or apparatus etc. Whole
numbers under 10 should be spelt out in the text, except when referring to identifiable
quantities, eg 5 t/ha, and in tables. Botanical and zoological genus and species names should
be rendered in italics. Names of chemicals should be written out in the text, at least at their
first occurrence, except when reaction equations or complex compounds are dealt with, when
standard symbols should be used.

Numbers, symbols and abbreviations: Use metric units for all measurements. Standard
abbreviations should be used such as mm, cm, m?, km, km?, m?, ha (hectares), t (tonne), L
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(litre), mL, h (hour), kW, kWh, kJ, °, ', " (degree, minute, second), r/min, kPa, N, °C. Please
use kg/m® in preference to kg.m™, t/ha rather than t.ha?, etc. Numbers greater than 9999
should be written with a space to denote the thousands separator, e.g. 15 687.

Page numbers: Number all pages in the upper right-hand corner.

Electronic format: Papers must be submitted to the Editor by email. The manuscript must
be provided in Microsoft Word. Authors are requested to remove from the text file all
highlights, comments, merge commands, and hyperlinks of all kinds, eg automatic table of
contents links, reference links etc. Papers must be submitted in one file, with all photographs,
tables, and figures placed at an appropriate place in the text. If the resulting file is very big
(e.g. the manuscript contains several photographs), the files should be WinZipped to reduce
its size.

Communication with ISSCT: All communication between authors and ISSCT concerning
full papers and posters MUST be with the Editor via email so that the processing and
reviewing of papers is under effective control. The Editor will acknowledge receipt of all
communications with authors. If authors do not receive acknowledgement of an email within
two working days, they should assume that the email has failed to arrive and resubmit it.

LAYOUT OF POSTER PAPERS

Poster papers should follow the layout and instructions for full-length papers, as far as
feasible. However, poster papers are limited to 1000 words (excluding the title, authors and
abstract) and strictly limited tables and figures. If figures and/or tables are included, the
number of words must be reduced to maintain approximately the same total length. The
abstracts of the poster papers will be published in the separate hard copy document along with
the abstracts from full-length papers.

Abstracts should have a maximum of 200 words.

Main_body of paper: Authors should decide on the layout most suitable for this
presentation.

BRIEF GUIDELINES ON POSTER PREPARATION

Poster boards will be 1 m wide and 2 m high (portrait format), so posters cannot exceed that.
They can be attached by drawing pins, velcro or blue tac. Space will be provided for posters
from each section, over a period nominated in the program.

A poster should be self-explanatory and give the essentials of your message. Do not overload
it with findings or text. Keep sentences short and pithy. The information flow within the
poster should be given by arrows or numbers.

The Congress Organising Committee will provide a standardised header for each poster
presentation board that displays the title and authors of the poster. The poster will be viewed
generally from 1.5 to 3 m distance. Letters must be larger than 10 mm, lines heavier than 1
mm, and headings at least 20 mm. Typewritten information must not be used unless it is
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number of items in a table or curves in a graph. Use colour to add emphasis or contrast.

Authors must be present at their posters during the times nominated in the program, in order

to explain and discuss it further. You may also wish to have a short handout.

contacted as follows:

Address:

Phone:

PO Box 611
Indooroopilly
Queensland 4068
Australia

+61 7 3378 7868

SUBMISSION OF PAPERS AND POSTER PAPERS

Papers should be emailed to mac.hogarth@bigpond.com. The Editor is Dr Mac Hogarth and he can also be

Please also note the following contact details

Biology Commission

Dr. William White

USDA-ARS Sugarcane Research
Unit

5883 USDA Road

Houma, LA 70360

USA

Fax: (1) 504 868 8369

E-mail: wwhite@ssrc.ars.usda.gov

Agricultural Commission
Dr. René Ng Kee Kwong
MSIRI

Réduit

MAURITIUS

Tel: (230)4541061

Fax: (230) 454 1971
RNKKwong@msiri.intnet.mu

Chair, Technical Program Committee

Dr. Peter Allsopp

BSES Limited

PO Box 86

Indooroopilly, Qld 4068
AUSTRALIA

Tel: (61) 7 3331 3316

Fax: (61) 7 3871 0383
Email: pallsopp@bses.org.au

Management Commission

Dr. Adrian Wynne

South African Cane Growers Assoc.
P. O. Box 888

Mt. Edgecombe 4300

SOUTH AFRICA

Tel: (27) 315087200 / (27)
834598208

Fax: (27) 31 508 7201

E-mail: AWynne@canegrowers.co.za

Factory Commission

Dr. Juliusz Lewinski

Hagglunds Drives AB

Blvd. Bernardo Quintana 124-206
Plaza Liebana, Col. Carretas
76050 Queretero, Qro

MEXICO

Tel: (52) 442 213 0300

Fax: (52) 442 233 7474
jlewin@prodigy.net.mx

Co-products Commission
Eng. Pedro Avram Waganoff
IPRO Industrieprojekt GmbH
Celler Strasse 67

D-38114 Braunschweig
GERMANY

Tel: (49) 531 590 0323

Fax: (49) 531 590 0345
E-mail: aviam@ipro-bs.de
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ATTACHMENT G1

TECHNICAL PROGRAM COMMITTEE
PROPRIETORSHIP OF INFORMATION
RELEASE AND LICENCE TO PUBLISH FORM

Dear Contributor

In consideration of the International Society of Sugar Cane Technologists (ISSCT) accepting for publication in its 2010
Congress Proceedings your Paper entitled:

and for you (or your nominee) to present the Paper at the 2010 ISSCT Congress in Veracruz, this letter, when countersigned by
you, will serve as the Society’s agreement.
You hereby declare that:

® The Paper has not been published previously, is not presently being considered for publication elsewhere and that all
necessary permission has been given for you to disclose the content of the Paper

® To the best of your knowledge, nothing in the Paper infringes any intellectual property right or discloses any confidential
information vested in a third party

® The Paper does not contain any subject matter that contravenes any laws (including any defamatory material and
misleading and deceptive material)

® The Paper meets ethical standards applicable to the research discipline, and

® All authors have read the Paper and have agreed to its publication.

Terms of Licence to Publish

In consideration for publication of the Paper, the Author(s) grants to ISSCT an exclusive worldwide licence to approve fair and
reasonable permission requests from third parties to reuse material contained in the Paper for the purpose of study, research or
subsidiary publication.

In addition to the Author’s moral rights in the respect of the Paper, the Author(s) retain the rights to:

® Use the Paper for non-commercial purposes within his/her institution subject to the usual copyright licensing agency
arrangements

Use the Paper for further research and presentations at meetings and conferences

Use the illustrations (line art, photographs, figures, plates) and research data in his/her own future Papers
Share print or digital copies of his/her Paper with colleagues for personal use or study

Include the Paper in part or in full in a thesis or dissertation, provided it is not published for commercial gain

Place his/her pre-publication version of the Paper on a pre-print server, and

Place his/her pre-publication version on a personal website or institutional repository on condition that there is a link to the
definitive version on the ISSCT website.
The Author(s) agree to:

® |nclude a link and/or reference to the Paper as published by ISSCT on all digital copies used within his/her institution

® Not reproduce or authorise others to reproduce adaptations of the Paper that are substantially identical to the Paper for
any commercial publication

® Not permit digital copies of the Paper as published by ISSCT to be systematically networked to external users, and
® Not use the Paper in any way that implies that ISSCT, The Proceedings or the Technical Program Committee endorses
any product or procedure described in the Paper.

When exercising any rights assigned or granted, each party is required to give sufficient acknowledgement of the contribution
made by any other party to the published material, including a citation to the Proceedings.

If the paper is rejected by the Technical Program Committee in writing (including electronic transmission), all rights under this
Licence revert to the Author(s).

The Author(s) agrees to use PowerPoint for his/her presentation and to send that presentation to the Congress organisers at
least 1 week before the Congress. The PowerPoint presentation: (i) remains the property of the Author(s) and is not part of the
worldwide licence, (ii) will not be provided to any other party by ISSCT and/or the Congress organisers and will not be used for
any other purposes than the Congress presentation, and (iii) will be destroyed by ISSCT and/or the Congress organisers as
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soon as possible after the Congress.

The Corresponding Author acknowledges that he/she is signing on behalf of all authors with their authorisation. Faxed or
scanned signatures are acceptable.

Corresponding Author Date

This form should be emailed (preferable), faxed or posted to the Editor at:

Email mac.hogarth@bigpond.com
Fax: +617 38710383 Mark it ‘For attention of ISSCT Editor’
Post PO Box 611, Indooroopilly 4068, Australia.

Dr DM Hogarth Dr PG Allsopp
Editor Chairman, Technical Program Committee
International Society of Sugar Cane Technologists International Society of Sugar Cane Technologists
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APPENDIX H
PROCEDURES FOR HANDLING ISSCT MANUSCRIPTS

NOTE: Whenever an email is received by anyone in the ISSCT editing process, an
acknowledgement of receipt must be sent immediately.

1. Authors will only send the manuscripts of abstracts, full papers or poster papers to the ISSCT
Editor. Only email will be used. Upon receiving a manuscript the Editor will:
. Acknowledge receipt,
o Log in the pertinent information,
o Provide a paper reference number and
o Email the paper to the appropriate Section Chair who will handle the reviewing process
(with a copy to the relevant Commissioner).

2. During the editing process, most communication with the author will be to and from the
Editor. The exception to this will be that Section Chairs will correspond with the author
regarding revision to the paper or poster (copies of emails to be sent to the editor).

3. In all email communications concerning manuscripts, the email subject will be “Paper
reference number — principal author’s family hame — beginning phrase of title” The
subject must remain unchanged in all subsequent communications.

4. The flow diagram and communication channels for the processing of initial abstracts is
indicated in Attachment H1 “Handling process for receipt of initial abstracts”. For full
papers and poster papers, the communication channels are indicated in Attachment H2
“Handling process for review of papers and posters”. These attachments must be used as the
reference document for the abstract and paper/poster review processes.

5. Each referee should review the manuscript for technical merit (see Appendix 1) and return
his/her suggestions and recommendation to the Section Chair within three weeks. Referees
should be prepared to offer limited assistance to non-English-speaking authors with matter of
English usage but major revision to improve English usage is not appropriate. If referees
need to contact authors directly to clarify technical aspects of the paper or poster, this should
be done through the Section Chairs.

6. When the Section Chair has received the reviews from both referees, decisions must be made
about the extent to which the paper is acceptable. The options at this stage are:

(a) Papers submitted for oral presentation:

e  Acceptable in its current form with no need to refer back to the authors.

e Acceptable in its current form but requires some revision by the authors.

e Requires major modification/editing — accept as a paper only if the Editor/Commissioner
believes the paper is required to complete the full paper presentation program (or
recommend change to a poster paper).

e Unacceptable in its current form but recommend change to poster paper.

e Totally unacceptable as either oral or poster paper
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(b) Papers submitted for poster presentation:

e Acceptable in its current form with no need to refer back to the authors.

e Acceptable in its current form but requires some revision by the authors.

e Requires major modification/editing — accept only if the Editor and Commissioner
believes the poster is required to complete the poster paper program.

e Totally unacceptable

In making these decisions, the Section Chair may wish to discuss the decision with the relevant
Commissioner.
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Attachment H1- Handling process for receipt of initial abstracts

Commissioner

Submit
abstract Overall objective
* When full papers/posters arrive, the editor must know
| where to send them to start the review process.
® Commissioners must be fully informed about abstracts
* submitted so that congress planning decisions can be made.
Acknowledge
receipt

y

Await
confirmation Choose Commissioner Acknowledge
and (consult with Chairman receipt
comment TPC) l
NO Correct
choice?
YES
Definitely
unacceptable?
Inform | NO
Author >
| | Copy 'of
*‘ email
END NO >

Definitely
unacceptable?

Confirm
acceptance

YES
\]
o Prepare
Author P
comment
| »  Copy of for Author
* email ‘
END
Inform
Editor
|
Copy of email
\
Inform
Author

Write
paper

Copy of emalil

bl

{

| Communicates with Chairman TPC |

NOTE:

=This flowchart assumes that the section chairperson who will
co-ordinate the review of the final paper will be selected at abstract
stage so that editor can send full papers/posters (when they arrive)
direct to them. The team of reviewers must be selected before the
deadline for receipt of final papers/posters.

= Author only communicates with editor during this process.

®Commissioner pivotal position. Involved in all acceptance/ rejection
decisions. Aware of all abstracts received.

®Commissioner is also a section chair.

"™ Commissioner and section chair can be reviewers.

=“Definitely unacceptable” means that there is NO DOUBT abstract is
unacceptable. If there is any doubt, the section chairperson should
be involved.

®Chairman TPC maintains contact with editor and commissioners.
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Attachment H2 - Handling process for review of papers and posters

Overall objectives

] « Editor should know location of papers/posters at all times.
Submit + Section chair has primary responsibility for review process.
paper or poster, l » Commissioners should remain fully informed of paper status.

Acknowledge receipt,
record arrival;
send to section chair

y |

Await l
confirmation
and comment Copy of email Acknowledge
receipt and

indicate reviewers
names and contact
. \ details

| Copy of email | | Copy of email | Two Reviewers

Review and

{ | provide comment

. Check reviewers
Discuss with author Copy of email  |+— Discuss - comment;
for technical review reviewer's O?Sgl;gjeer/sptggesr
if required _. comments if ¢ SIer;
(f required) Sl et required provide advice to
authors

Modify paper
If requested l

Possible change to l
poster Copy of email Copy of email

(END if paper is
rejected)

v

Discussion
as required

Access modified |
paper/poster

Y

Acceptance and
to printer

A

; Copies of email Copies of email
Inform {
WEEKLY

Provide status report to Permanent
Secretary for ISSCT website.

Copies of email to Chairman TPC, NOTE:
gﬁg;ﬂlsswners and all section = Authors only deal with editor (except for technical review).

= Reviewers only deal with section chair.
= Commissioners and editor kept aware of all communications.

% = Section chair decide fate of papers/posters

(in consultation with commissioners). Options include:
- Outright rejection,

o

- Reject paper but recommend poster,
) ] REQULARLY ; . - Accept but retum to authors for correction/amendment,
Chairman TPC reviews situation with editor and commissioners. - Accept with minor edits and return to editor as acceptable paper.
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APPENDIX |

GUIDELINES FOR REVIEWING ISSCT MANUSCRIPTS

This is a Microsoft Word template. Please enter the required information in the spaces with the bold
borders and email back with the reviewed manuscript. The manuscript should be reviewed using the

Microsoft Word reviewing process (see View/Toolbars/Reviewing).

Reviewer’s name

Email address

Paper/Poster Reference Number

Type of Paper [Delete one] Full Paper/Poster Paper

Name of Principal Author

Title of Paper or Poster

To be acceptable, the paper/poster must satisfy the majority of the following criteria. Please
add comments on negative responses at the end of this document.

Assessment Criteria Yes or No
1 | Is the subject suitable for and/or of interest to ISSCT?
2 | Does the paper comply with the requirement that it is not overtly commercial in nature?
3 | Does the paper disclose all relevant facts? (Nothing withheld for commercial reasons?)
4 | Is the novelty, originality and/or industry significance sufficient to justify acceptance?
5 | Is the organisation of the paper satisfactory and the material clearly presented?
6 | Isthe paper title appropriate? Does it reflect the topic? (If not, please suggest alternative.)
7 | Does the author information align with ISSCT guidelines concerning the number of
authors, identification of their institution and listing of an email address?
8 | Is the abstract an effective summary of the paper (not just an introduction)? Please review
the abstract critically. It is the only part printed in hard copy.
9 | Are the keywords appropriate?
10 | Is the acknowledgement section appropriate?
11 | Are the references full, accurate and correctly formatted?
12 | Are all the tables, figures and photographs appropriate? Are they of adequate quality?
Avre there too many? Do they conform to the requirement that data should not be
presented in both tables and figures/graphs?
13 | Does the general style conform to ISSCT requirements?
14 | Does the introduction provide a clear explanation of why the research was done?
15 | Is the explanation of the research process clear and concise?
16 | Are the results adequately presented?
17 | Are clear and concise conclusions drawn from the work?
18 | Are the interpretations and conclusions reasonable and adequately supported by the data?
19 | Do the authors highlight the main findings and place them in context of previous work?
20 | Is much effort needed to raise the paper to an acceptable standard? [Delete two options] None/some/much
21 | Canthe ISSCT editor finalise the paper or must the authors do this? [Delete one option] Editor/Author
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OVERALL ASSESSMENT: Please indicate your recommendations.

Assessment

Please indicate “Yes” in one location and
provide comment if appropriate.

Accept paper/poster as written (or with only minor
changes that can be made by the ISSCT editor)
Content and presentation good

Accept paper/poster after modifications and/or
editing by the author(s).
Contents good but presentation needs improvement.

This paper/poster requires major modifications
and/or editing — accept if required.

Contents good to marginal and /or presentation needs
major improvement.

For papers only: Reject as a full paper and
recommend conversion to a poster paper.

Topic is still in progress or otherwise not suitable as a
full paper but of sufficient value as a poster.

Reject.
Either flawed (logic, design, interpretation) or requires
too much revision to bring to an acceptable standard.

Please provide comment here in a form that the Section Chair can pass on to the authors.
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APPENDIX J

GUIDELINES FOR USING THE ‘TRACK CHANGES” AND ‘COMMENTS’
FACILITY TO REVIEW MICROSOFT WORD DOCUMENTS

Setting options prior to the review process

To review a paper in Microsoft Word open the file, and ensure that the ‘Reviewing’ toolbar is
displayed. It can be displayed by the following procedure:

View/Toolbars - then click “Reviewing”

The reviewing software indicates the identity of the reviewer to subsequent readers. Please
check that your identity is to your liking using the following procedure:

Tools/Options — click the “User Information’ tab and replace what is in the ‘Name’ and
‘Initials’ boxes with your choice of identification.

If you want to remain anonymous, please enter two or three random letters as your identity.
Whatever you enter will be displayed in association with the comments and changes you
make to the paper.

So that the changes and comments you make are visible on the screen, please enter:

Tools/Track Changes/Highlight Changes - then ensure that everything in the resulting
box is ticked.

Also enter:
Tools/Options/View - then ensure that ‘Screen tips’ box is ticked.

So that the comments from more than one reviewer can be merged, the ‘Track Changes’
button on the Reviewing toolbar must be activated.

Reviewing Process

There are two components to the review process.

Making a comment:

e Select the portion of text on which you wish to comment
e Click on the ‘Insert comment’ button on the reviewing toolbar
e Type the comment and ‘Close’ the comments box when complete.

Making suggested changes to the text:
Edit the text as you would normally but ensure that the *Track Changes’ button on the review

tool bar is ticked. In review mode the text you ‘delete’ will appear crossed out (and in
colour), while any words you add will show up underlined (and in colour).
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Obtaining a hard copy of your review comments:

To obtain a hard copy of the comments and changes you have made, the procedure is:

e File/Print
e Click the “Options’ button and ensure that the ‘Comments’ and ‘Hidden text’ boxes are
shown.

e Click *OK’ twice to activate the printing.

When the review process is complete:
e Save a copy of the reviewed text to your hard drive.

e Email the reviewed text along with a copy of your reviewer’s comments (see Appendix
I) to your Section Chair (or the person who sent you the paper for review).
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TPC Operations Manual

POSSIBLE PROGRAM ARRANGEMENTS WITH FOUR PARALLEL SESSIONS

~ = Qo ~+ (n

Monday

Tuesday

Wednesday

Thursday

8.00

8:30

9.00

9:30

10.00

10:30

OPENING
CEREMONY

TEA/COFFEE

PLENARY
SYMPOSIUM

PLENARY
SYMPOSIUM

PLENARY
SYMPOSIUM

12.00

LUNCH

13:30

14.00

14:30

15.00

TEA/COFFEE

15:30

16.00

16:30
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APPENDIX L

GUIDELINES FOR THE PUBLICATION OF COMMUNICATIONS OF ISSCT
MEMBERS

This document provides guidelines associated with the publication in other journals of any paper or
similar article first published by ISSCT in its congress proceedings. The document primarily
addresses the situation where the initiative for the publication in other journals will come from the
editors of those journals rather than from the authors. Currently, these journals are International
Sugar Journal, Sugar Cane International, Sugar Journal and Zuckerindustrie.

Brief reference is also made to the situation in which the author(s) or the ISSCT Commissions or
Sections wish to take the initiative and seek or arrange publication either in the above journals or in
other journals.

1. Agreement with authors

1.1. The principal author of each paper selected for publication will be contacted by the ISSCT
Editor to seek the approval to publish in the above journals.

1.2. The primary requirement is that all authors must agree that their communication may be
published. It is the responsibility of the principal author to obtain the agreement of the co-authors.
The principal author must assure the General Secretary that the co-authors agree. Without this
agreement, ISSCT will withhold permission to publish.

1.3. If more than one journal wishes to publish the paper, the principal author must indicate whether
the permission to publish applies to all journals or only individual journals. It is ISSCT’s
understanding that the journals listed above have no basic objection to publication in more than
one journal.

1.4. The final decision for publication lies with ISSCT. Such permission will not be unreasonably
withheld.

1.5. Authors whose papers have been selected as indicated in paragraphs 1.1 to 1.4 above and have
agreed to such publication, shall not publish their papers in journals other than those listed in the
introductory paragraph above without written agreement from ISSCT.

2. Arrangement with Journals

2.1. During or soon after a Congress, the General Secretary and the Editor shall discuss with the
journals listed in the introductory paragraph which communications they want to publish and
a tentative program for their publication.

2.2. After the authors have been consulted (section 1 above), the Editor shall indicate to each
journal those papers that the authors and ISSCT have agreed can be published in their
journal. He shall further indicate those papers for which agreement has been obtained to
publish in more than one journal. At this time, the Editor shall also provide the contact email
details of the principal author.

2.3 It will be a condition of publishing a paper that the journals acknowledge ISSCT as the
original source of the paper. The preferred wording is “Paper presented at the xxth Congress
of the International Society of Sugar Cane Technologists, [Location], [dates] and published
here with the agreement of the Society”, preceded by a small copy of the ISSCT logo.
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2.4 All correspondence concerning the initial approval to publish the requested papers shall be
directed to the Editor until such agreement is transmitted to the appropriate journal.
Thereafter, the journals may communicate directly with the principal author with regard to
proof reading and other editorial matters.

3. Arrangement within ISSCT

3.1. All communication with the principal authors and the journals regarding agreement to
publish papers shall be with the Editor until the agreement to publish has been given to the
journals.

3.2. ltis envisaged that the primary method of selecting papers shall be a request by the editors of
the journals for agreement to publish specific papers. However, two other methods are
available and can be considered.

3.2.1 ISSCT Commissions and Sections have the opportunity to select from the congress
proceedings those papers that they feel are worthy of publication in other journals and
to recommend their publication to the author(s) and to those journals. They are also
encouraged to seek publication from their sectional members on topics of interest to
the sugar cane industry.

3.2.2  Authors whose papers have not been selected for publication in the above journals
must obtain the written agreement of ISSCT before they can publish the papers in
other journals. If the paper is identical with or only a very minor modification of the
paper as published in the congress proceedings, it will be a requirement that these
other journals shall give due acknowledgement to ISSCT as the original source of the
paper. If the paper differs from the congress paper but is clearly based closely on that
paper, an acknowledgement will still be required. The suggested wording should be
“This paper is an extension with additional information [or similar wording] of a
paper originally presented, etc, etc.”. If the paper is clearly a ‘new’ document, the
original congress paper should be referenced.

3.3 The Editor will be responsible for providing electronic copies of the papers to the journals
once agreement by the author has been received.
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