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ABOUT 
THE GUIDE

This guide has been prepared to aid incoming symposium organizers to:

o	 Understand the duties that are required in the role

o	 Document best practices so that the standards of the TMS Annual Meeting & Exhibition can 
improve continually

Thank you for agreeing to be a symposium organizer for the TMS Annual Meeting & Exhibition. 
We hope you find it to be a rewarding role!
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RESPONSIBILITIES
FOR SYMPOSIUM ORGANIZERS

It is the responsibility of the Symposium Organizer to:

o	 Serve as primary contact with presenters and TMS programming staff

o	 Become familiar with the ProgramMaster system

o	 Solicit abstracts for your symposium

o	 Review abstracts and accept or reject

o	 Create and organize sessions

o	 Recruit and manage session chairs

o	 Follow up with presenters to confirm their participation at the Annual Meeting

o	 Attend sessions at the Annual Meeting

We appreciate you sharing your time and talents with the TMS community!
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SUMMARY OF ACTIONS 
FOR SYMPOSIUM ORGANIZERS

This content provides timelines for responsibilites. 

Timing Action

January 31 Submit symposium proposal for Annual Meeting to the Program Committee via the 
ProgramMaster system

Mid February

Look for symposium proposal approval and additional feedback from the Program 
Committee  
Send your proposed symposium detail to the appropriate TMS technical committee 
for review and approval

TMS Annual 
Meeting

Attend the relevant technical committee meeting(s) at the Annual Meeting to confirm 
approval, to discuss details, and to recruit co-organizers to help you

TMS Annual 
Meeting Begin recruitment of session chairs via networking at related symposia 

Early May Call for abstracts opens; presenters can submit abstracts to your symposium.

Early May Familiarize yourself with ProgramMaster in organizer tools and functions

Early May Invite presenters to submit abstracts

June Review abstracts as they are submitted

July 1 Deadline for abstract submissions

July 15 Deadline extension if needed to finish collecting abstracts

August 1 Deadline to accept/reject abstracts

August 30 Deadline to complete session building, including poster session and panel 
discussions

September 9 If organizing a proceedings publication, manuscript submissions due

September 23 If organizing a proceedings publication, manuscript reviews due

October 7 If organizing a proceedings publication, revised manuscripts due

October 14 If organizing a proceedings publication, final editor review of manuscripts complete. 
(Please note this is the final deadline and cannot be extended.)

Early January Verify attendance with speakers and finalize details with session chairs

January and 
Early February

If cancellations occur, contact poster presenters to see if they would provide an oral 
presentation

TMS Annual 
Meeting

All organizers should attend the Annual Meeting to participate in their sessions
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SYMPOSIUM 
PROPOSALS

ORGANIZE A SYMPOSIUM

Symposium organizers work with TMS technical committees to plan symposia for TMS conferences. 
Symposium organizers are responsible for proposing symposia, reviewing abstracts, selecting oral and 
poster presentations to be given at the symposium, scheduling presentations, and coordinating on-site 
activities.

Symposium plans are typically determined by TMS technical committees. The best way to get involved 
in organizing a symposium is to join the TMS technical committee that best suits your interests and 
volunteer to help with technical programming activities.

PLEASE DO NOT SUBMIT A SYMPOSIUM PROPOSAL UNLESS YOU HAVE BEGUN DISCUSSIONS 
WITH A TECHNICAL COMMITTEE TO OBTAIN THEIR APPROVAL TO PROPOSE A SYMPOSIUM.

HOW TO GET STARTED

It is strongly encouraged, although not required, that you join the technical committee that aligns with 
your symposium topic. Once you have identified the appropriate technical committee, please fill out 
the Technical Committee Interest Form, providing basic information such as your name, affiliation, and 
the name of the technical committee you wish to join. A TMS representative will then follow up with 
additional information for you. 

https://www.tms.org/portal/portal/Divisions___Committees/Divisions___Committees1.aspx

TIME COMMITMENT

Organizers devote approximately 40 hours to advance planning over the course of a year and 3 to 4 days 
of on-site management of the symposium. (Time commitments vary based on the size and scope of the 
symposium.)

https://www.tms.org/portal/portal/Divisions___Committees/Divisions___Committees1.aspx
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CALL FOR 
ABSTRACTS

The TMS website provides an Organizer Toolkit to help you manage the call for abstracts. It includes a 
speaker invitation letter, tip sheet, sample social media announcements, and symposium flyers. This 
content is typically available by mid-May.

https://www.tms.org/tms2025/downloads/Tip_Sheet_TMS2025.docx
(example content from TMS2025 found here)

Why are abstracts collected so early? The July deadline date is due to the production of the conference 
proceedings and completion of various tasks required in the planning for the Annual Meeting.

Does TMS cover the registration or travel support for all invited speakers? – No, however, registration 
waivers are available on a limited basis.

REGISTRATION WAIVERS

The TMS Technical Divisions can be a source for meeting registration fee waivers when individuals 
are lacking the financial resources to participate in the conference. Aid may also be available when an 
incentive to secure an invited speaker is necessary to assure the success of a symposium. Assistance is 
available on a limited basis and requires submission of the request from a symposium organizer. 

THE INFORMATION ABOUT THIS PROCESS IS SENT TO ORGANIZERS IN EARLY SEPTEMBER. 
 
The deadline for registration waiver applications is September 30. Applicants are notified of registration 
waiver decisions by October 30.

(Please note that assistance is limited to registration fees only. No funds are available through TMS to 
support travel, housing, or other speaker expenses.) No commitment should be made to a speaker before 
final decisions are made by the divisions.

https://www.tms.org/tms2025/downloads/Tip_Sheet_TMS2025.docx
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SESSION 
CHAIRS

The selection of session chairs is an extremely important task. The participation of the session chair 
allows the symposium to proceed smoothly.

We suggest selecting at least two session chairs per session.

Session chairs should be selected early (mid-June) since they can help in for the following areas:

o	 Review of abstract submissions

o	 Build sessions for the symposium (arrange abstracts on related topics in the same session)

o	 If your symposium has a stand-alone conference proceeding, they can review manuscript 
submissions

o	 The session chair can follow-up with authors to obtain revised manuscripts for final review

o	 Contact speakers prior to the Annual Meeting to confirm their travel plans have not changed

o	 The session chair must be able to attend the Annual Meeting and be present in the session room 
to manage the session
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SESSION CHAIR 
TIPS

BEFORE YOU ARRIVE AT THE ANNUAL MEETING

Contact your speakers to confirm their participation in your session

IN THE SESSION ROOM:

Plan to arrive to your session room 30 minutes early.
o	 Check via the TMS app for any late-breaking changes to your session and on the session sign 

posted outside the room. If you need to mark a sign, please write on the paper under the plastic 
cover, not on the plastic cover.

o	 Check A/V equipment and connections. If you see a problem, contact staff immediately. 
o	 Help speakers to load their presentations onto the laptop. 

At the beginning of the session:
o	 Welcome the attendees and provide short introductory comments if you wish. 

	 In the unlikely event of an emergency, attendees should follow facility staff instructions. 
Emergency exits are marked 

	 Let speakers know they are to keep their talks within their allotted time frame 
o	 Note any changes to the program schedule
o	 IMPORTANT: Announce that taking photos or audio/video recording during a presentation is not 

permitted without prior consent of TMS and the speaker. Those violating this policy may be asked 
to leave the session. 

During the session:
o	 Introduce each speaker  

NOTE: Speakers should give you completed introduction forms to help with these comments.
	Please keep the session on schedule
	Politely ask the presenter to wrap up within one minute if their talk runs over

o	 If there is a cancellation or no-show do not skip to the next speaker. Instead, make the 
announcement and break or initiate topical discussion until the next scheduled talk.

At the end of the session:
o	 Thank the speakers
o	 Thank the attendees for coming
o	 Make announcements about other important meeting events
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ProgramMaster
SYMPOSIUM MANAGEMENT SYSTEM

The ProgramMaster system is used to manage the following for each symposium:

TMS2026 PROGRAMMASTER PAGE - http://www.programmaster.org/TMS2026 

LOGIN

Each symposium organizer must have a username and password. Use the “forgot password” feature if 
needed. If you do not have an account – Register as a New User.

If you are having trouble accessing due to an affiliation change, please kindly contact TMS at 
programming@tms.org for support.  Do not create a duplicate account as this can cause access issues.

PROPOSE A SYMPOSIUM 

To propose a symposium, it is first necessary to log into ProgramMaster. 

Steps to Propose a Symposium:

1.	 Click the “Propose a Symposium” link from the Main Menu.

2.	 You will see a list of conferences for which symposia proposals are currently being accepted. Click on 
the conference to which you plan to submit a symposium proposal.

3.	 You will be presented with the Symposium Proposal Form. Complete this form in full.

4.	 If you are unsure as to how to complete a field, you may save the form and return at a later time to 
complete the remaining fields. You do this by clicking the “Save But Do Not Submit” button at the 
bottom of the Symposium Proposal Form. Saving the form in this way will help conference organizers 
know that a symposium is being planned on a particular subject, although a formal submission is still 
to come.

5.	 Once you have completed all of the form fields and are satisfied with the content, click on the 
“Submit This Symposium” button. This will formally initiate the symposium proposal review process.

6.	 If you have further changes after you’ve clicked on “Submit This Symposium” please contact the TMS 
Programming Staff at Programming@tms.org.

http://www.programmaster.org/TMS2026
mailto:programming@tms.org
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REVIEW ABSTRACTS

All abstracts are submitted to ProgramMaster for review. After the abstract submission deadline, the 
system will no longer accept new abstracts.

The lead organizer has reviewing rights to accept/reject abstracts. Co-organizers only have viewing 
rights, but the lead organizer can contact programming staff to permit reviewing rights.

The review of abstracts is a screening process to ensure the topic of the abstract is within the scope of 
the symposium. 

Submitted abstracts will have the status ‘Submitted,’ and you can change it to one of the following:
o	 Accepted 
o	 Rejected

If an abstract is to be accepted, then you must determine if it should be an oral or poster presentation.

If an abstract does not fit within your scope, we can transfer abstracts from one symposium to another if 
appropriate. (You will not be able to move an abstract to another symposium in ProgramMaster, but TMS 
staff can move the requested abstracts on your behalf.)

Poster Sessions:
o	 Abstracts can be designated for poster presentation.
o	 TMS offers poster sessions on two separate evenings divided by topic areas, typically Monday or 

Tuesday from 5:30 – 6:30 p.m. TMS staff determines the date/time for each symposium poster 
session.

o	 Please note an abstract can only be presented once during the Annual Meeting either for oral or 
poster presentation (not both). 

o	 If there are multiple abstracts from the same presenter, please select only two abstracts for the 
poster session.

Consider a “Poster Preview” slot during the oral presentations. Ask each poster presenter to give a 
5-minute talk with a maximum of 5 slides to discuss their poster research.

ProgramMaster will automatically email any status change (accepted or rejected) that you make to the 
author. The email message will go out the next business day.

Steps to Review Abstracts in ProgramMaster:
1.	 Click the “Organizer/Editor Tools” link.

2.	 Find your symposium in the list presented and click the “Review Abstracts” link.

3.	 Click on the abstract that you wish to review; note that the column headings are alphabetically 
sortable by clicking on the blue triangles of the “Abstract No.,” “Abstract Title,” “Submitter,” “Type of 
Paper” and “Status” headings.

4.	 Review the abstract and mark the abstract as either “Accepted” or “Rejected” based on the results of 
your review. Please note that you should provide the author constructive feedback if rejected. The 
author and co-authors will receive an e-mail notification of your decision.

5.	 Assign a paper type (e.g., “oral”, “invited”, “keynote”, “poster”) 

6.	 Formalize the new status by clicking “Set New Status.” This will trigger an e-mail notification to the 
author. The email message will go out the next business day.
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1

2

4

3

Accept or reject the abstract.

Select Paper Type from drop down list (Keynote, Invited, Oral, StudentOral, Poster, or 
StudentPoster).

Add any comments to the abstract submitter, reason for rejection, etc.

Select “Set New Status” to finalize the review. Once you select this option, a message will 
automatically be sent to the author.

1

2

3

4
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SESSION BUILDING

The session design will be provided by the programming staff to help build your sessions. It is 
recommended you wait to build sessions until the sessions are allocated by the TMS staff.

Session building comprises the following activities:

a.	 Creating sessions to accommodate the accepted presentations.

b.	 Arrange abstracts on related topics in the same session.

c.	 Assign a duration to each presentation. Presentations must be at least 20 minutes in duration. 
However, invited and keynote speaker can be assigned 20-, 30-, or 40-minute durations.

d.	 Giving each session a title.

e.	 Assigning session chairs to each session.

f.	 Scheduling additional session elements (e.g., breaks, introductory comments, panel discussions).

g.	 Please Note: The Program Committee has eliminated parallel sessions within symposia. Abstracts 
beyond what will fit into your designated number of sessions should be assigned to your poster 
session.
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1

3

Enter session name here.

When complete, select “Save & Exit”

To add a break to your session, select “Break” and duration (e.g., 15 or 20 minutes) and select “Add Items(s) 
into Session. The break will appear in the session listing on the right. 

Presentations appear in the order listed. To change the order, select a new sequence number from the 
dropdown menu for that item. To move item #4 above to the #3 space, select 3 from the dropdown menu 
for the item currently numbered 4. Click “Refresh Calculations” to see the new order. 

Add your session chair(s) here. You will need to include their name, affiliation, and email address.

To add a presentation to your session, select it by clicking the checkbox to the left and duration (e.g., 20 
minutes) and select “Add Items(s) into Session.” The presentation will appear in the session listing on the right. 

1

6

2

5

3

4

2

4

5
6

Alloy Development
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Steps to Build Poster Sessions in ProgramMaster:
1.	 Click the “Organizer/Editor Tools” link.

2.	 Find your symposium in the list presented and click the “Assemble Sessions” link.

3.	 From the resulting page, click “Create a New Session” to begin development of a new session.

4.	 Build a session titled Poster Session for accepted posters

2

For poster sessions, no breaks or introductory/concluding comments are required.

When complete, select “Save & Exit”

Session chairs are not required for poster sessons.

Abstracts submitted for oral presentation that you are assigning to the poster session should be placed 
in the poster session marked as 5 minute presentations. Staff will change the abstract type to “Poster” or 
“Student Poster” after the session is built. Poster presentations do not need to be minutes in length. This is a 
placeholder time in our system. Poster sessions are typically 1 hour or more in duration.

1

4

2

3

1

3 4
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CONTACT AUTHORS TOOL

The system also allows organizers to engage in self-initiated contact with authors and co-authors on an 
as-required basis. To do this:

1

2

Click the “Organizer/Editor Tools” link.

Find your symposium in the list presented and click the “Contact Authors” link.

Complete the form presented. It will allow you to compose a plain-text message that can be directed to 
individual authors, all authors in a session (if the session has been built) or all authors in the symposium.
(See next pages for form screenshots)

1

2

3
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PROCEEDINGS 
PUBLICATIONS

PROCESS

If your symposium has elected to pursue a stand-alone book, it is especially important that authors 
submit a manuscript by the deadline date. The system will close for manuscript submission after this 
date.

When organizers choose to pursue a stand-alone book they should not rely solely on manuscript 
invitations sent by TMS staff. Personal outreach is important. Organizers should correspond directly with 
symposium participants to help encourage manuscript submissions.

Once a manuscript is submitted, review must occur promptly to assign a next status. Manuscripts should 
be reviewed as soon as they are submitted, as there is a short time frame between the submission 
deadline and the final acceptance deadline. The status is automatically updated as the manuscript 
progresses through the various steps of the approval process. 

Submitted papers will have the status ‘Submitted’ and your symposium’s manuscript editors should 
change it to one of the following:

o	 Accepted
o	 Accepted if Modified
o	 Rejected

MANUSCRIPT STATUS:

o	 ACCEPTED: The editor accepts the manuscript as submitted and the paper will be included in the 
proceedings. An e-mail message will be sent to the author and co-authors to alert them as to the 
acceptance of the manuscript.   
PLEASE DO NOT MARK A MANUSCRIPT AS ACCEPTED IF ANY EDITS ARE REQUIRED. “ACCEPTED” 
STATUS DOES NOT PERMIT AN AUTHOR TO UPLOAD A REVISED FILE.

o	 ACCEPTED IF MODIFIED: The editor accepts the manuscript on the contingency of changes being 
made. The required changes will be communicated to the author via an e-mail message. In this 
message, the author will be given a date by which they must make the required changes and 
submit a revised manuscript

o	 REJECTED: The editor has reviewed the manuscript and found it unacceptable for inclusion in 
the publication. An e-mail message will be sent to you and the author(s) of the original abstract to 
alert you as to the rejection of the manuscript. Reasons for the rejection, if any have been provided 
by the editor, will be contained within the e-mail message. You can view a submission with this 
status but you can no longer edit it.

The editor will receive a notice when a revised manuscript has been submitted. The editor must 
contact the reviewers to complete their final read of the paper to accept or reject.
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Steps to Review a Manuscript in ProgramMaster:
1.	 Click the “Organizer/Editor Tools” link.

2.	 Click “Review Manuscripts”

3.	 Select a Paper Title to review

4.	 Click on “Current Uploaded Manuscript” to review the manuscript

1

3

4

5
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Add the names for the reviewers here. Please note reviewers can view all the manuscripts. This allows 
reviewers to see their manuscript assignments in ProgramMaster.

Click on Set Reviewers to add the assigned reviewer names. The editor/organizer must contact the 
reviewers about their manuscript assignments. The system does not generate an email notification.

Please disregard this section. Scores are not used for the annual meeting reviews. 

Please select a review status. PLEASE DO NOT MARK A MANUSCRIPT AS ACCEPTED IF ANY EDITS ARE 
REQUIRED. “ACCEPTED” STATUS DOES NOT PERMIT AN AUTHOR TO UPLOAD A REVISED FILE. 

Please include a message for the author especially if the file is marked as accepted if modified (to notify the 
author about requested changes) or rejected (inform the author why the manuscript was rejected)

Please upload the edited manuscript file with comments for manuscripts marked as accepted if modified.

Set New Status – This button sends the review comments to the author. It triggers an automatic email 
notification.

1

2

3

4

5

6

7

6

2

7



TMS Annual Meeting & Exhibition Organizer Guide   |   www.tms.org26

BOOK COVER AND FRONTMATTER

Proceedings editors will be contacted by TMS staff regarding the following items:

o	 COVER: The lead editor will be asked to  review and approve the cover design. 

o	 COPYRIGHT PAGE: The lead editor will be asked to review the editor and co-editor names and 
affiliations listed on the copyright page for accuracy.

o	 PREFACE: The lead editor will be asked to write a preface to publish in the frontmatter section. 
While a preface is not required, it is strongly encouraged.

o	 EDITOR BIOS AND PHOTOS: Editors and co-editors will be asked to provide updated bios and 
photos to publish in the frontmatter section.

All items should be handled promptly to ensure there are no delays in the publication process.
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PREPARATION FOR 
TMS ANNUAL MEETING

TIME/LOCATION EMAILS: 

TMS staff sends an email to organizers prior to sending the time and location emails to presenters about 
their scheduled presentation. It is important you review the session sheets (a link will be provided) and 
make necessary corrections by the requested date. As you are reviewing these sheets, please feel free to 
make adjustments in the order of talks and confirm if talks are Keynote or Invited as appropriate.

POWERPOINT PRESENTATION TEMPLATE: 

TMS staff provides a PowerPoint template for the Annual Meeting. In most cases, using the PowerPoint 
template is not required, but some organizers may ask you to use the template. Please confirm with your 
speakers if you have a preference regarding the PowerPoint template.
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REGISTRATION: 

All presenters (invited, contributed, and poster) must register to be admitted to the conference.

AT THE ANNUAL MEETING

Speaker Introduction Forms: 
Speaker introduction forms are distributed to presenters by TMS staff prior to the start of the Annual 
Meeting. Speakers are asked to bring the form to the room and give it to the session chair to help with 
introductions.

Start in the Session Room: 
Presenters and session chairs are asked to report to their session rooms 30 minutes prior to the start 
of their sessions in order to confirm attendance, to load presentations onto the session room laptop 
computer, and to network. For example, if your session starts at 8:30 a.m., please arrive by 8:00 a.m.

Session Room Equipment: 
Each session room will be equipped with the following: High-resolution LCD projector, laptop computer 
with Windows operating system, and a laser pointer. Please note that session room laptops do not have 
internet capability. 

If presenters prefer to use their own laptops or devices for their presentations, they should bring any 
needed adapters to ensure they can use the HDMI-connected projector in the room.

No Shows: 
Please let us know If any presenters should be listed as “no show” from your sessions by sending their 
names to programming@tms.org during the Annual Meeting.

 
 

  

 
 
 

Speaker Introduction Form 
 

Name 
 

Affiliation 
 

What is your highest degree? (Degree name and field) 

 

Where did you earn this degree? (Give institution and year) 
 

What is your current position? 
 

Please add any other information for the session chair’s use in your introduction (Optional): 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

mailto:programming@tms.org
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IMPORTANT DATES FOR THE ANNUAL MEETING 

Timing Action

January 31 Submit symposium proposal for Annual Meeting to ProgramMaster system.

February 3 Send the symposium proposal submitted to the ProgramMaster system to the 
appropriate committee sponsor to review and approve.

May 1 Call for abstracts opens.

July 1 Deadline for abstract submissions.

July 15 Deadline extension if needed to finish collecting abstracts.

August 1 Deadline to accept/reject abstracts.

August 30 Deadline to complete session building.

Proceedings Publications (for presenters/authors participating in publication)

September 9 Manuscript submission due

September 23 Manuscript reviews due

October 7 Revised manuscripts due

October 14 Final editor review of manuscripts complete. (This deadline cannot be extended.)


