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The NW Region actively plan meetings at least one year in advance and encourage all committee members to organise at least one meeting during their period of office.  These can be organised between two committee members and are frequently organised in collaboration with another, other, RSC Division, Subject Group or Region and Affiliation (eg Chromatographic Society).

The attached guidelines provide a logical, step by step, outline of the stages, timelines etc.

There is a wealth of experience within the NW Region AD Committee so if in doubt ask!

	STAGES

(refer to accompanying notes over the page)


	TIMING

(from date of meeting)

	1. Propose subject & form of meeting

(
	Typically 8-12 months in advance (6 months min.)

	2. Committee discuss and agree subject, suggested duration of meeting, acceptable venues & dates

(
	

	3. Committee appoints an Meeting Organiser, & possible deputy

(
	

	4. Organiser checks that the meeting does not clash with any similar meetings planned for the same time.

(
	

	5. Organiser

a)  makes provisional bookings of speakers

b) selects and provisionally books a venue

c) drafts a program

d) drafts a budget

(
	

	6. Organiser reports progress to Committee

(
	

	7.Organiser formally, in writing/by Email, confirms:

a)  speakers

b)  venue

c)  catering arrangements

(
	

	8. Organiser confirms the program

(
	

	9. Organiser prepares Notice of Meeting/Registration Form/Directions to Venue

(
	

	10. Organiser arranges for publicity

(
	2-6 months

	11. Organiser arranges distribution of Notice of Meeting

(
	2-6 months

	12. Organiser reports progress to the Committee

(
	

	13. Committee assesses the viability of the meeting & agree, with the Organiser, the minimum attendance required for a satisfactory meeting (typically >20)

(
	

	14. Organiser co-ordinates (or delegates) registrations and selects a date by which to decide whether or not to proceed with the meeting

(
	4 weeks

	15. a)  Organiser rechecks and finalises arrangements for the meeting

b)  Organiser, together with the chairman and/or Hon Sec, decides to abandon the meeting

c)  Organiser immediately contacts all involved & informs them of the decision

(
	1- 2 weeks

	16. Organiser reports back to Committee & Hon Treasurer on the financial 

outcome of the meeting
	At following meeting


NOTES

Step 1

“The Analytical Division (AD) aims to promote the discipline of analytical chemistry and science by facilitating interaction and communication between analytical chemists and those whose interests and occupations involve or require an understanding of the subject.  The AD achieves this by organising meetings and conferences of specific interest, and assisting with the publication of scientific journals”  - - - AD leaflet (1990?)

Step 2

“The approval of AD Council is required for the holding of a Symposium or Conference” – AD Information Booklet Feb 1990

Step 3

The Committee may suggest names of possible assistants, leaving the Meeting Organiser to choose at his discretion.

Step 4

The Hon Sec is expected to provide the Analytical Division with a list of planned meetings for transmission to the Programmes Co-ordinator who should ensure that there will be no clash with a similar meeting (AD Information Booklet, Feb 1990)

Step 5

· Speakers

Whilst the speakers etc are booked on a provisional basis at this stage, the Meeting Organiser is advised to ensure that there is a firm written commitment that they will be available should the meeting proceed as planned.

· Selection of a Venue

The venue must be appropriate and accessible.  The Meeting Organiser should check that it will hold the number of people expected and that a smaller number will not be uncomfortable in a vastly overlarge room.  Basic lecture aids will be required and the Responsible Member must ensure that these are on hand for the meeting:-


- PC and Light Pro Projector / slide projector.


- a spare bulb and spare slide carriage for the projector and adequate and properly located screen


- a pointer.


- an OHP and pens, flip chart.


- public address (PA) system if appropriate.


- window blinds.


- accessible light switches.


- lectern and reading light (for formal larger meetings).

The comfort and well being of the audience must be considered.  Ensure that:


- no superfluous furniture will be left in the rooms in use.


- emergency evacuation procedures will be made known.


- adequate accommodation for refreshments and meals is available.


- suitable accommodation for exhibitors, if needed, is available.

Early agreement on catering arrangements must be reached in order to describe the offered meeting and as a means of controlling the costs


- agree timing of morning coffee, lunch, afternoon tea etc.


- agree refreshments and meals that are on offer (including dietary options eg vegetarian)


- agree places for serving.


- agree date for notification of numbers (as late as possible).

The costing of providing any of the listed facilities and extras must be added to the room costs to arrive at the cost of the venue for the meeting. Be sure that where VAT will be charged that it is included in the quotes.

Note: Potential attendees will be put off if they believe that there could be difficult in getting to the venue.  It is unrealistic to assume that they necessarily know the venue or that they will go to the trouble of searching for it.

Even with a well-known landmark it is worthwhile to indicate whether car-parking is likely to be available (and if so, where, and at what cost).  This sort of information should be sought by the Meeting Organiser in his initial approach to the manager of the venue.

· Budget 

Cost = (Costs for Speakers travel + accommodation + Venue + Lunch + Refreshments)


The cost per person should be based on the minimum number of people expected to attend.


i.e. Cost per Delegate =

 Total Cost




Minimum Persons (eg 25)

Registration Charges- Members should be charged about 70% of the charge to non-members; non-employed and retired members and bonafide students should be charged a sum that will cover their direct costs without contributing to the overheads.

A late registration surcharge may be considered, and it is now commonplace for people to register late due to work pressures.  Such surcharges do not appear to deter late registrations.

Sponsorship is a mutually beneficial method of keeping the meeting costs low while providing important publicity for the instrument company etc. See APPENDIX 1 for further information.

Step 6

Where a meeting is put together at short notice and time does not allow a formal report to the Committee the Meeting Organiser may proceed to Step 7.

Step 7

Confirmation in writing of all the arrangements should ensure the smooth running of the meeting it all the contributors know exactly what is required of them.

The basis of speaker’s expenses, the accommodation charges and cost of additional facilities, and the charges for meals and refreshments should, as appropriate, be detailed in the confirmation letters.  The Meeting Organiser should state that, in the case of accommodation and catering, the Region will not accept no demands for payment if the facilities are not used due to cancellation of the meeting and adequate notices is given.  (NB – Suppliers of these services may have booking terms that lay down their arrangements for cancellation.)

Step 8

A firm, detailed, program is required before offering Registration Forms or advertising the meeting.

Step 9

A well thought out Notice of Meeting can favourably influence the response of potential registrants.  It must compete with many other matters which the recipient may see as of greater immediate importance and so should be succinct and interesting.  As the returned, completed, Registration Form is the only contact the organisers have with the registrant the information requested, and the instructions laid out, should be as comprehensive and unambiguous as possible (refer to AD Bulletin and other suitable notices for examples).

The standard RSC-style of form currently is use (1991) both guides and limits the content of the Notice of Meeting.  Nevertheless, the following points should be taken into account when laying out the form:

· In addition to the subject of the meeting the duration, day, date and venue – name, address and room – should be conspicuously stated.

· Features of the venue should be mentioned, especially access and car-parking and, possibly, facilities for the disabled.

· A brief overview of the content of the meeting should suggest the type of audience envisaged and those most likely to benefit from attending.

· A contact point for enquiries (name, address, telephone numbers [day and evening], and fax numbers) should be clearly stated.

· If appropriate mention should be made of any intention to publish the proceedings or whether abstracts of presentations will be supplied.

· Catering and an indication of assistance with finding accommodation should, if appropriate, be stated.  If the catering will include provision of special, (eg vegetarian) diets or a licensed bar, this should be stated.

· The Region is not registered for VAT so, normally, it must be pointed out that the attendance fee does not include VAT.

· The Region does not send out invoices: the procedure for registration must make it clear that a cheque for the full registration fee must accompany the form, when returned. Unless the meeting is likely to attract attendance from overseas it is not necessary to specify that the cheque should be drawn on a London clearing bank or that it should be payable in sterling.

· It is necessary to declare a closing date for registration that allows some time to finalise arrangements Potential late applications must not be frightened off since there is a trend in industry to delay commitment to the last minute.  The fact that late registrations will be accepted, subject to payment of a supplementary feed, should be stated.

The Registration Form will be detached from the Notice of Meeting and so should be complete in itself and not be dependent on information in the Notice of Meeting.

The Registration Form should include:

· The title, venue and date of the meeting.

· The agreed cost of attendance for each class of attendee

· The address to which the form is to be returned.

· A statement that the completed form must be accompanied by a crossed cheque for the appropriate fee when returned.




The closing date for registration and the agreed supplementary cost of late registration.

· An instruction to make cheque payable to NORTH WEST REGION, AD, ROYAL SOCIETY OF CHEMISTRY.

· A telephone number of contact (or, better, several) who will be able to provide further information, if required.

· The ‘dotted line’ section for name and address to which acknowledgement is to be sent should also ask for telephone numbers (day and evening)/Email and provide space for a fax number.

· An instruction to gives names and addressed etc in BLOCK LETTERS.

· A box to tick if directions to venue required
· The information you supply will be held on a database for the administration of the present meeting.   We would like to keep this information on the North West Region’s database for the sole purpose of sending you details of similar meetings in the future.  If you do not wish your details on this database please tick this box ¦_¦.


Any further information that may be required, specific to the particular meeting, should also be requested.

Step 10

Publicity should ensure that as many potential attendees as possible know that the meeting is to take place and of its relevance to themselves.  Even though the Notice of Meeting circulated by Burlington House should reach all members the success of a meeting often depends on non-members who may not see it.  

· RSC Internet Site

· NWR Internet Site and Database

· North West Chemistry News, Editor Grahame Stanley

· Diary in “Chemistry in Britain”

· Entry in Analytical Division’s Newsletter that is issued in February, May and October each year.  The deadline dates for copy are 6th January, 6th April and 6th September.
· Press Notice

· University Notice Boards

· Instrument Companies (may be appropriate)

To get the full benefit of this publicity the following details are required 2-6 months before a meeting:

· Date, time and venue

· Overall topic

· Titles of papers

· Any other participating bodies

· Contacts and Networks/University Notice Boards etc.

Secretaries are advised to contact the Editor direct (see Appendix 2 ) or arrangements can be made through the Analytical Division secretariat (see Appendix 2).  This service is free of charge.

Chemistry in Britain (under ‘Society News’ or ‘Conferences and Exhibitions’) accepts short paragraphs under either heading but these should be sent through the secretariat that must have the copy at least six weeks before the date of publication (ie middle of the month to appear in the issue two months later) and not direct to CiB.  A single entry only is allowed.  This service, also, is free of charge.

Valuable free publicity can be generated by personal contacts.  Committee members and sales representatives in the relevant field can ‘spread the word’.

Step 15
Just before the meeting the organiser should check the light switches, dimmers and the arrangement for slides/computer presentations etc. so that the relevant information can be passed to the speakers.

Step 16

At the beginning of the meeting a feedback form should be circulated to the delegates (either at registration or by placing the forms on the conference seating). See the attached proforma in Appendix 2.

Step 17
The Hon. Treasurer is responsible for the finance and so all monies received and bills for payment must be sent to him/her. When assured by the organiser that everything is settled, the Treasurer will complete the accounts and report the financial outcome to the Committee

Following a successful meeting, a review can be written and published in the Analytical Division Newsletter/ NW Industrial Newsletter.

Good Luck and please remember to ask your fellow Committee Members!!

First Edition- Dan Corrigan

Second Revised Edition- Sharon Stephen, Sept 2002

APPENDIX 1

Sponsorship – Guidelines for Meeting Organisers

(written by Brian Taylor)

1
Introduction

This is a discussion paper dealing with commercial sponsorship of scientific meetings organised by the North West Region.

The first point to be made is that every meeting is different and so it is not appropriate to lay down rules, but the purpose of this paper is to explore relevant points in order to draw up guidelines for use by organisers of meetings.

Sponsorship will not be an appropriate option for every scientific meeting, but it is appropriate to consider whether to seek sponsors for most meetings. It is self-evident that for a meeting to attract sponsorship there have to be one or more commercial organisations with a significant interest in the topic(s) of the meeting. This means that there will be a greater likelihood of finding sponsors for meetings on topics such as chromatography where there are major suppliers of instrumentation and other equipment.

For sponsorship to be successful both partners, the organising body (RSC AD NW) and the sponsor, should feel that they have benefited. For the organisers one key benefit will be financial, but this should not be seen as the sole objective. The presence and involvement of relevant commercial sponsors can also enhance a meeting in the perception of delegates. This will be useful when those delegates consider attendance at future meetings organised by the same body.

2
Benefits to sponsors

Benefits to commercial sponsors can include some or all of the following:

2.1
Direct contact with delegates who have a specific interest in the subject matter of the 

meeting, e g during lunch and refreshment breaks.

2.2
Access to delegates names and contact details for mailing lists and future sales 


opportunities.

2.3
Space to set up a display or stand. This can vary from a small table holding literature to 


an area where a commercial exhibition-type display can be mounted.

2.4
A short slot in the scientific programme. If this option is chosen, all parties need to agree 


in advance what the time will be used for. This may be a presentation on a specific 


scientific topic or development relevant to the sponsor or even a pure “sales pitch”. 

The meeting organiser should identify which of the above is/are appropriate for the meeting. This decision will obviously be influenced by factors such as suitable space available for exhibits and whether the meeting programme can accommodate short presentation(s) by sponsors/exhibitors.

APPENDIX 2

Names/Addresses of Useful Contacts-

(check accuracy before using)

	Affiliation
	Contact
	Telephone/Fax
	Email

	 

North West Newsletter [Industrial Division, NW]

	Dr Grahame Stanley 176 Buxton Road

Leek

Staffordshire  

ST13 6NE
	
	G.L.Stanley@btopenworld.com


	Chemistry in Britain

	Deborah Gaskell---News Editor 
	
	gaskelld@rsc.org
or

editorial@chembrit.co.uk

	AD Newsletter 

	Mrs. Anne Bennett

Note: Request should also be made that the information is forwarded to the AD Programmes Co-Ordinator---currently Prof. Duncan Thorburn Burns
	
	bennetta@rsc.org

	RSC Website


	
	
	webmaster@rsc.org

	NWR Website


	Dr Robyn Wheldon-Williams
	
	R_w_williams@hotmail.com

	NWR Database
	Mr David Griffiths
	
	dlgriffiths@chorley.freeserve.co.uk


North West Newsletter

Distributed to approx. 7,500 RSC members in the North West in Sept. and March each year. -----copy required. about 6 / 8 weeks beforehand.----will accept general chemistry news items [no charge] and meeting notices[ photographs in news items particularly welcome.]. If the latter generate a financial surplus then an advert charge may be levied--will probably be reasonable and negotiable. 

There is also a meetings diary.
 

Chemistry in Britain Journal  

Distributed to approx. 48,000 RSC members in the UK and Worldwide----monthly.  Will accept news items [and photographs in reports of meetings]  1-2 paragraphs. copy required at least 2 months before month of distribution. If half or full page adverts required, very expensive ----could be several thousand pounds!!!!------or leaflet could be inserted in the journal---still very expensive. Can also be placed in the diary section---no charge. 
  

AD Newsletter 

Distributed to 9,000 AD members in February, May and October each year.   The deadline dates for copy are 6th January, 6th April and 6th September.  There is no charge but the meeting notice, including the registration slip, must not exceed one side of a sheet of A4 paper.

  

Web  

Meeting information should be sent for entry on the web [RSC web site] under 'Conference & Events' and the NW Region home page. It should also be sent for entry on NW Region’s own website.  Meeting/ registration notices can also be sent. This entry should be arranged as soon as the basic meeting details are known eg date, venue and title. This action then confirms prior notification if there is any dispute about a meeting clash and who notified first---this is very important. 
 

It is very important when planning a meeting to check other meetings being planned on a similar topic by examining the list of RSC and non-RSC organised meetings on the main chronological list of future meetings, see- 
http://chemsoc.org/CFCONF/newrscevents.cfm 

APPENDIX 3
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Feedback Survey

Your views on this XXXX event in XXXX on XXXX will be helpful in developing future initiatives. We should be grateful if you could take a few minutes to complete this survey. After completion, please either hand this form in at the registration desk or fax / send it to XXXX. 

XXXX




Tel: XXXX

XXXX




Fax: XXXX

XXXX




E-mail: XXXX

XXXX




Website: XXXX

Your name: 

……………………………………………………………………………………….



Organisation:
……………………………………………………………………………………….

1. How did you first hear about this event? (please tick one box)

( A direct mailing of the meeting flyer

( An e-mail discussion list

( Chemistry in Britain

( the Internet

( the RSC Industrial Affairs Division Newsletter

( Other (please state) 

………………………………………………………………………………………………

2. Which sources would you use to find other meetings of interest to you? (please tick as many boxes as appropriate)

( Direct Mailings

( E-mail alerts

( Chemistry in Britain

( the Internet

( the RSC Industrial Affairs Division Newsletter

( Other (please state) 

………………………………………………………………………………………………

3. Did you find the overall content of the presentations: 


( Too long   
( About right  
( Too short

4. Which of the following papers presented at the February 2002 meeting were of particular interest to you? (Please tick one or more boxes).
	(
	XXXX



	(
	XXXX

	(
	XXXX

	(
	XXXX

	(
	XXXX


5. What topics would you like to see covered by the RSC Northwest Region Analytical Division in future events?

……………………………………………………………………………………………………………….

6. Did you find this event useful?




(  Yes

(  No

Please state why

……………………………………………………………………………………………………………….

……………………………………………………………………………………………………………….

……………………………………………………………………………………………………………….

7. Would you like to be kept informed of future events by the RSC Northwest Region Analytical Division by email?

(  Yes

(  No

If yes, please fill in your email address below. To receive details of other RSC events by email please register your details at http://www.nwad.org/
Your e-mail: 

……………………………………………………………………………………………………………….

Thank you for taking the time to fill in this survey.
