Steps for Organizing Research Programs,
Workshops, Courses, or Conferences

1. Define Objectives and Scope

e Purpose: Clarify the purpose of the event (e.g., research dissemina-
tion, skill development, networking).

e Target Audience: Identify the target audience, such as undergradu-
ate students, researchers, faculty, or industry professionals.

e Key Themes: Define the main topics, like AI and Machine Learning,
Blockchain Applications, or Cloud Computing.

2. Form an Organizing Committee

e Assign roles such as:

— Chairperson/Coordinator: Overall supervision.

— Technical Program Chair: Manages the content (keynotes, pa-
pers, etc.).

— Logistics Manager: Handles venue, materials, and refreshments.
— Publicity Team: Promotes the event.

— Finance Manager: Prepares the budget and tracks expenses.

e Include both senior faculty and motivated students for efficiency.

3. Develop a Detailed Plan

e Event Format: Decide on online, offline, or hybrid formats.



e Date and Duration: Choose dates that avoid academic or festival
clashes.

e Budget: Plan funding, including registration fees, sponsorships, or
grants.

e Location: Book venues or online platforms (e.g., Zoom, MS Teams).

4. Prepare Content

e Technical Tracks: Decide on sessions such as:

— Keynote Speeches: Invite industry leaders or researchers.
— Paper Presentations: Call for submissions from participants.

— Workshops: Hands-on sessions on tools like TensorFlow, Git, or
Docker.

— Panel Discussions: Experts discussing trends like ATl ethics or
Quantum Computing.

e Call for Proposals/Papers: Announce deadlines for submissions and
reviews.

5. Promotion and Registration

e Website: Build a dedicated webpage with program details, schedule,
and speaker bios.

e Publicity Channels: Use emails, social media (LinkedIn, Twitter),
and professional forums.

e Registration: Set up an online system for registration and fee pay-
ments.

6. Logistics Management

e Technical Setup: Ensure the availability of projectors, mics, and
backup devices.

e Materials: Prepare kits for participants (brochures, notepads, IDs).

e Accommodations: Arrange stays for outstation speakers/participants.
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7. Execution

e Pre-event Preparation:

— Conduct dry runs for online sessions or in-person setups.

— Distribute detailed schedules to speakers and participants.
e During the Event:

— Ensure time management for each session.

— Assign volunteers to assist speakers and attendees.

8. Post-event Follow-up

e Feedback: Circulate feedback forms to gather participant opinions.
e Certificates: Distribute participation or achievement certificates.

e Proceedings: Publish papers or presentations in conference proceed-
ings or repositories.

e Thank-you Notes: Appreciate speakers, sponsors, and attendees.

9. Documentation and Reporting

e Prepare a detailed report for future reference, including:

— Attendee statistics.
— Financial summary.

Lessons learned.

— Media coverage or photos.

Example: Workshop on Deep Learning with
PyTorch
e Scope: Introduction to PyTorch for research and application in AL

e Speakers: Invite experienced data scientists or researchers in deep
learning.



e Sessions: Hands-on coding labs, troubleshooting common ML prob-
lems.

e Promotion: Use platforms like GitHub, Kaggle forums, and LinkedIn
groups.



