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Payload Safety and Mission Success Conference 2004
April 19-22, 2004

Dear Dr. Jeevarajan:

Thank you for agreeing to provide a presentation for the Payload Safety and Mission Success Conference
2004. Included in this letter are deadlines and submittal requirements so that your presentation can be
included in the conference binder, which will be published prior to the conference. 1 will be the session
moderator for your session.

For US presenters: You will be responsible for obtaining any necessary approvals for release of Scientific
& Technical Information (STI) and for obtaining Export Control clearances (due to International
participation) according to your company’s policies and Government regulations. This can take weeks, so
please look into your organization’s processes for this. The conference planning team is not obtaining a
global STI release for the conference binder.

Non-US presenters: You are responsible for obtaining any necessary approvals for us to release
information (re-export of information).

¢ Registration: All presenters must register and obtain their own travel arrangements: (see the following
web site for details) http://www.westoverconferences.com/psms/.

e Provided for You at the Session:

PC and/or laptop (CD/floppy drive with PowerPoint and Word)
Compatible data viewer

Podium for speaker

Table with chairs for potential panel discussion

Upon request, we can provide a VCR

Session support person who will be there to help with last-minute details.

00 0O0O0O0

¢ Data Requirements

Briefings: Power Point — Use template provided

White Papers (if used): Please use Times New Roman 12 pt font; margins should be 1” for top and

bottom, 1.25” for left and right; .5” header and footer; left gutter position, with page numbers

centered in the footer.

o Copies: At registration, each attendee will receive the Conference Binder with all conference
briefings/papers

o 0

¢ Data submittal information:

o Deadline for electronic data submittal: Friday, March 12, 2004

o Upload files to the Payload Safety Data Management System (DMS). If you do not currently have
access to this system, contact Mindi Mudd, the system administrator, for details (281.483.9078).

o INCLUDE: a statement covering release of STI and Export Control. For NASA employees this
would include Forms 548/1676.

©  Submit session equipment set-up requirements and special equipment requests to Leanne Brasington,
Logistics Chairman by Friday, March 12, 2004

Your session is integral to the success of the overall conference, so we will make every effort to assist you
where we can. If you have questions, please contact Leanne Brasington (281.244.5997 or

leanne.e.brasington1@jsc.nasa.gov).

Sincerely,
Vic Chang
Program Committee Member



