Anne Mullen

How to organize a Conference

Getting started

1. Determine the nature of the Conference: when? where? how long?  

2. Enlist support from colleagues and have a team

3. Devise and degree the scope of the programme

4. Plan the timetable for preparation, execution and follow-up

5. Contact ‘Conference office’ to book space and facilities, and ascertain approximate costs (e.g. day delegate rate, overnight rate, ‘packages’) as well as refreshment/catering costs

6. Make bookings regarding accommodation and catering. Always request that food and drink arrive well half an hour before you need it.

7. Request room layout if required (committee-style or lecture style)

8. Determine a budget and secure additional funding

9. Set conference fees, arrange facilities for collection and banking, cancellation and refunds (payment in cash or cheques only?   Credit card payment possible?)

Getting speakers and an audience
10. Advertising/Call for papers: website, ‘emailable’ information… has to contain all the key information: what, when where, how much. Papers: what length, what language

11. Use all possible connections related to subject to advertise as widely as possible

12. Record all the expressions of interest, proposals for papers, and contact details (e-mail, post, phone)

13. Conference team draw up ‘Programme’, allowing for adequate breaks and refreshments

Bookings

14. Second wave of mailing and advertising: web based, paper… with Conference Programme and Booking Form, with clear information regarding fees, what’s included, how to pay, by when, to whom… Also, request information regarding dietary requirements, any other special needs, and for speakers, what equipment they will require…

15. Accurate recording of delegate bookings and requirements, payments, contact details

16. Confirmation of bookings to delegates, including times, venues, travel instructions, taxi numbers… arrangements for checking into accommodation, what else is available on campus, where to go locally…

Practicalities

17. Book AV equipment etc., finalising room allocation and suitability as per programme

18. Prepare conference packs (if necessary): programme, badges, delegate lists, maps

19. Prepare signage 

20. Briefing session with helpers

21. Triple check room bookings, speakers, refreshment/catering arrangements, room layout and AV provision

22. Make preparations if event has to be cancelled

23. Anticipate force majeure and Acts of God (power failure, double-booked rooms, earthquakes) 

24. Pray for good weather

On the day

25. Arrive early 

26. Bring a mobile –and switch it on. Have contact numbers for catering services etc.

27. Check on room layout, provision for speakers (AV, water…) and put up signage

28. Hold the event

Afterwards

29. Record who actually attends

30. Restore order (remove signage)

31. Thank you letters to speakers, general report to all delegates, any other follow-up?

32. Settle accounts

33. Vow never to do it again

