Checklist for Delegates and Paper Presenters (please read immediately and if you need to respond please do so by 10th November 2011)
 
This checklist is to help you ensure that you have completed essential requirements for a successful and memorable CoSMEd Conference. 
 
	THINGS TO DO 
	DONE! 

	
	

	1.   Check accommodation, flights and ground transportation. For those who require a visa to enter Malaysia, please enquire at the Malaysian Embassy nearest to you.
 
If this is your first time to Penang by flight, the most convenient way to get to International House in RECSAM or other local hotels would be to take the Airport Taxi.  You will need to purchase a coupon from the Airport Taxi counter which is located just to the right of the Arrival Hall after you have gone through the customs checkpoint.  Go to the counter and purchase your coupon to SEAMEO RECSAM at Jalan Sultan Azlan Shah or other hotels.  Rates are fixed at about RM38.00 one way (40% extra if you arrive between 2200 and 0700).  After purchasing your coupon you can board the taxi at the taxi stand located just outside the Terminal building.
 
If this is your first time to SEAMEO RECSAM by car, RECSAM is very close to the Penang Bridge.  When you reach the end of the Penang Bridge, turn right towards Georgetown.  After about 2 kilo meters you will need to turn to the left towards Batu Ferringgi, Ayer Itam, USM (look out for the sign board). Once you pass round TESCO supermarket keep to the left side of the road (the middle of the road leads you to the underpass and eventually to Batu Ferringgi and Ayer Itam).  The left side of the road will take you up a slope until you reach a round-about.  Turn left again and drive about a hundred meters to locate the entrance to SEAMEO RECSAM on your left.
 
Have a safe and pleasant journey.  We look forward to seeing you at the Conference.
 
	 

	
	

	2. Notify the CoSMEd Secretariat if you have to withdraw your presentation. DON'T GET REPORTED AS A ‘NO-SHOW’. Don’t leave this to the day before your scheduled presentation. 
 
	 

	
	

	3. Note that registration is closed due to too many participants already registered.  All the rooms in the International House have been fully booked. If for some reason you need to bring your colleague(s), please inform us immediately by email (by 8th Nov).  We will not accept on the spot new registration.
 
If you have reserved a room in the International House and did not get any acknowledgement from them, please email kogi@recsam.edu.my with a cc to the CoSMEd2011 Secretariat immediately.
 
	 

	
	

	4. Register for the Conference to collect your Conference bag and materials. 
 
Venue of Registration: SEAMEO Hall Foyer 
 
Registration time : Monday 14 November 2011 
                            2.30 p.m. –  5.30 p.m. 
. 
                             Tuesday 15 November 2011 
                            7.45 a.m. – 8.30 a.m. 
 
	 

	
	

	5.  Wear your CoSMEd Conference name tag at all times during the conference to gain admission to presentation break-out rooms. The name tags will be used in lieu of meal coupons for all meals. RECSAM Security staff  have requested that all delegates wear CoSMEd Conference identity name tags. Make sure your conference bag has a label too. Remember all Conference bags look the same. 
 
	 

	
	

	6. You may be able to get an idea of the papers that will be presented including date, time and venue on the CoSMEd website at www.recsam.edu.my/cosmed/web/authorsX.htm. 
 
Note that each Parallel Session Paper Presenter is given 20 minutes to do his/her presentation and 5 minutes for Q&A making it a maximum of 25 minutes.  The last 5 minutes is to give you time to move to other break-out rooms if you wish.  Thus each Parallel Session Paper Presentation is scheduled every 30 minutes even if a presenter finishes earlier.
 
	 

	
	

	7. If you are a paper presenter, make a presentation CD or copy your presentation onto your ‘memory stick’ and pass it to the secretariat during registration. The presentation files will then be copied to the computers in the presentation rooms by RECSAM’s technical staff. You are also encouraged to bring a spare soft copy to the presentation room. 
 
	 

	
	

	8. Plan your personal programme too. If you have not visited Penang before, this website might be helpful. http://www.tourismpenang.gov.my/  
 
	 

	
	

	9. Please help us be a better host by replying to the email seeking your input on the Conference Dinner and the Conference Tour immediately (by 8th November 2011).
 
Note: Food provided during the Conference Dinner is Halal but not vegetarian.  Please inform us if you need vegetarian food so that we can prepare special table(s) for you.  Those who have replied reqesting vegetarian food do not need to inform us again.
 
	 

	
	

	10. Have a great time sharing and collaborating at the conference. 
 
	 

	
	


thank you for your cooperation, support and kind words.
CoSMEd2011 Secretariat (deva) 
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