Guidelines for CIRP Conference Organisation
CIRP conferences serve as a major point of engagement for external, non-CIRP researchers, and thus play a vital role in promoting CIRP’s mission and advancing its vision. These draft guidelines aim to guarantee the standard and quality of CIRP conferences.
1. Conference location selection
· Future conference locations are determined during the STC meetings, at least two years in advance of the actual event, following a two-step procedure. Proposals are collected during an STC meeting, and the final decision is made during the next meeting. If no suitable proposal is made, STC officers are responsible for soliciting additional proposals.
· Preferably conference locations should follow a regional rotation scheme provided that there are strong local support and sufficient interest in the event.
· Unless co-organised, the conference dates must be coordinated with other relevant CIRP conferences to avoid scheduling conflicts and overlap.
· The Conference Chair must be either a CIRP Associate Member or a CIRP Fellow.
· Each conference must be formally sponsored by two CIRP Fellows who should be from different countries, in accordance with CIRP internal regulations. These sponsors are expected to attend the event in person.
2. Conference organisation and review process
· The primary objective of CIRP conferences is to provide a platform for the exchange of scientific ideas and to foster networking among CIRP and non-CIRP researchers alike. Therefore, conferences should be held in appropriate venues that offer good accessibility and reasonable costs.
· The registration fee should be kept to a minimum, taking into account the cost of living at the conference location, without compromising quality. The total amount should not exceed 300 euros per day as guideline, except in exceptional circumstances and subject to Council approval. The registration fee should cover up to two paper presentations per registration, one conference dinner, daily lunches, and coffee breaks.
· A 5% levy on the total registration revenue should be paid to the CIRP office.
· The conference should be organized over 2–3 days, including a conference dinner. A maximum of three parallel sessions should be scheduled to allow participants to attend as many sessions as possible
· Abstracts may be reviewed internally by the Local Organising Committee, with constructive feedback provided to authors.
· A scientific committee should be established for paper reviews which consists of CIRP members, Research affiliates, CMAG members and external participants with strong track records in the field.
· Full papers must be reviewed by at least two reviewers, one of whom must be a member of the Scientific Committee.
· Paper selection must be done based on scientific foundation and relevance to the conference theme, rather than purely based on economic viability of the conference.
· In cases where the two reviews provide conflicting evaluations, an additional internal review should be conducted to reach a final decision by the organising committee.
3. Post-conference requirements

· A conference report, together with the actual budget of hosting the conference, must be submitted to the CIRP Office in line with the internal regulations by the sponsoring Fellows who attended the event in person.
· A Quality Assurance Follow-up Committee shall be established by the host STC to support the local organisers and oversee quality assurance procedures. 
· This committee will consist of the previous two CIRP Conference Chairs, the upcoming Conference Chair (for future planning purposes), two additional members nominated by the host STC, based on proposals from the STC officers. 
· The Quality Assurance Committee and its members shall be acknowledged in the official conference publications.


