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Introduction 

Scientific conferences , seminars , symposia , an d colloqui a 
are becomin g mor e an d mor e common , bu t ther e i s rarel y an y 
continuity o f organizationa l experienc e amon g thos e wh o 
become involve d i n thei r arrangement . Mor e ofte n tha n not , 
the jo b o f organizin g fall s o n a  willin g amateu r -  willin g a t 
the outset , a t least . I f h e i s fortunate , h e ma y fin d a 
colleague wh o ha s handle d a  comparabl e even t an d wh o 
remembers enoug h abou t i t t o pas s o n usefu l information . 

When a  conferenc e i s over , th e organize r i s gla d t o forge t 
all abou t i t an d wil l gladl y retur n t o hi s norma l wor k a s soo n 
as possible . Consequently , thi s sor t o f experienc e i s rarel y 
written u p an d mad e mor e generall y available . 

No two conference s ar e th e same , eac h havin g thei r specia l 
circumstances an d problems . Ther e ar e howeve r severa l 
matters commo n t o al l meetings , an d a  chec k lis t an d tim e 
schedule o f preparator y event s ca n b e draw n up . 

Fixing th e dat e an d venu e mus t b e th e firs t decision : 

- Wil l th e desire d audienc e b e abl e t o attend ? 
- I s ther e a  clas h wit h othe r events ? 
- Wil l i t b e convenien t fo r dignitarie s t o ope n an d attend ? 

Committees ar e essentia l i f th e conferenc e i s large , residen -
t ial , extendin g ove r severa l days , an d t o whic h internationa l 
delegates ar e expecte d t o attend . 

Sometimes i t i s appropriat e t o se t u p a  prestig e group , 
called 'Conferenc e Council' , 'Pat rons ' e tc . o f influentia l 
people. The y shoul d b e invite d t o len d thei r name s i n goo d 
time fo r inclusio n i n an y brochur e announcin g th e conference . 

Under th e mai n Organizin g Committee , ther e shoul d b e a 
series o f Tas k Force s o r sub-committee s t o b e delegate d 
with responsibilit y t o dea l wit h th e detaile d plannin g o f 
aspects o f th e conference : 
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Finance 
- t o ensur e sufficien t fund s e i the r b y donat ions , 

subventions o r othe r subs id ies , an d b y conferenc e 
fees 

- t o budge t fo r th e var iou s item s o f expenditur e 
- pr int in g an d postag e ( s t a t ionery , advanc e 

documentation, proceedings ) 
- h i r e o f hal l an d conferenc e a c c e s s o r i e s 
- accommodatio n fo r v i s i t o r s 
- hospi ta l i ty , socia l functions , ref reshment s 
- t r a v e l , v i s i t s , excurs ion s 

- t o decid e o n disbursemen t o f fund s 
- t o accoun t fo r expenditur e 

Accommodation an d hospitali t y 
- Conferenc e accommodatio n 

- s iz e o f hal l (numbe r o f delegate s t o b e 
decided b y Organizing Committee ) 

- additiona l room s fo r syndicat e an d grou p meeting s 
- recept io n roo m an d delegate s loung e 
- s e c r e t a r i a t office s 
- p r e s s an d publicit y offic e 
- ca ter in g faci l i t ie s an d b a r 
- Chai rman ' s offic e 

- Delegates ' accommodatio n an d hospi tal i t y 
- proximit y t o conferenc e hal l (i f c l o s e , ma y sav e 

on t r an spo r t cos t s ) 
- singl e an d doubl e accommodatio n 
- ar rangemen t fo r mea l s , includin g d ie ta r y 

requi rements 
- a r rangement s fo r sett l in g bi l l s 
- p repara t io n o f de legate s l i s t s indicatin g wher e 

accommodated an d ho w t o contac t (Roo m number , 
telephone number ) 

- a r r a n g e m e n t s fo r meetin g delegate s a t a i r p o r t s etc . 
- t r a n s p o r t a r rangement s fo r delegate s 
- l o c a l p r iva t e hospital i t y 
- specia l a r rangement s fo r accompanyin g spouse s 

v i s i t s t o loca l p l ace s o f i n t e re s t 
-p rogramme o f loca l even t s , loca l p lace s o f 
worship 
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Documentation -  Administrat iv e 
- Heade d notepape r 
- Notice s an d b rochu re s announcin g th e conferenc e 
- Invitation s t o contr ibut e pape r 
- T i c k e t s , lape l badge s 
- Detaile d informatio n o n t r a v e l , accommodation , 

programme 
- Conferenc e folder s o r b r i e fcase s 

In drawin g u p th e timetabl e fo r p re -confe renc e despa tches , 
aim a t spacin g the m t o maintai n continuin g i n t e r e s t . 

Notices an d b r o c h u r e s shoul d b e t ru l y informative , explainin g 
why th e conferenc e i s bein g convened , th e backgroun d t o th e 
theme o f th e conference , expecte d outcome , expecte d at tend -
ance , an d th e benefi t envisage d t o de l ega t e s . I t shoul d b e 
remembered tha t document s sen t t o potentia l cont r ibu tor s an d 
v i s i t o r s ma y hav e t o b e use d b y the m i n makin g a  cas e t o 
the i r organizat ion s t o justif y the i r a t tendance . 

When designin g applicatio n o r r eg i s t r a t i o n forms , carefu l 
considera t ion shoul d b e give n t o th e informatio n sough t fro m 
those wh o wil l a t tend , b y wha t dat e th e complete d form s a r e 
r e q u i r e d , an d ho w thi s informatio n wil l b e handle d b y th e 
conference office . I f differen t informatio n i s t o b e p rocesse d 
by mor e tha n on e pe r so n ( e . g . accommodation , t r a n s p o r t , 
at tendance a t socia l functions ) i t ma y b e advisabl e t o hav e 
separa te form s fo r eac h ca tegory , bu t provis io n mus t b e mad e 
for de lega te s t o en te r the i r name s o n eac h form . 

Documentation -  Conferenc e contr ibution s 
- Abs t r ac t s 
- Ful l p a p e r s 
- P roceed ing s 

Fo r a  l a rg e conference , p a p e r s a r e usual l y p r e - p r i n t e d an d 
d is t r ibuted i n advance . Amendment s t o p a p e r s afte r sub -
mission shoul d no t b e encouraged , bu t reasonab l e r eques t s 
should b e cons idere d sympathet ical ly . I n an y c a s e , amend -
ments an d updatin g ca n b e don e befor e submissio n o f th e 
proceedings t o th e p r i n t e r . 

It ma y sometime s b e appropr ia t e t o r eques t synopse s o r 
a b s t r a c t s o f p ropose d p a p e r s som e tim e i n advanc e o f th e 
p a p e r s themse lves . Thi s ma y hel p th e convenor s t o ta i lo r 
the programm e e i the r b y persuadin g cont r ibu tor s t o desig n 
the i r p a p e r s differentl y o r b y invitin g fur the r contr ibut ion s 
to fil l g a p s . 

Contr ibutors shoul d b e sen t note s fo r guidanc e i n th e p r e p a r -
ation o f p a p e r s . Sometime s i t i s poss ib l e fo r cont r ibutor s 
to p r e p a r e sufficien t copie s alon g a  define d forma t fo r d i s t -
r ibut ion, bu t freigh t charge s ofte n prec lud e thi s c o u r s e . Th e 
p a p e r s shoul d howeve r b e i n a  for m tha t woul d no t r equ i r e 
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editing, eve n t o th e exten t o f supplyin g 'camera-ready ' cop y 
for offse t printing . Som e provisio n shoul d howeve r b e mad e 
for transcription , includin g re-drawin g o f illustrations . 

Full particular s shoul d b e obtaine d o f an y demonstration , 
film o r slide s wit h whic h contributor s propos e t o illustrat e 
their presentation , t o ensur e tha t appropriat e equipmen t ca n 
be mad e availabl e a t th e conferenc e hall . 

Publishing o f proceeding s ca n b e a  problem . Carefu l 
thought shoul d b e give n t o th e valu e o f thi s course , a s i t ma y 
be sufficien t t o hav e mor e importan t paper s publishe d i n 
appropriate journal s afte r th e conference . I f th e discussio n 
is t o b e printed , i t wil l sav e muc h tim e an d troubl e i f contri -
butions ca n b e writte n dow n b y thos e contributin g them , o r 
else ca n b e type d quickl y an d show n t o th e speaker s befor e 
they dispers e a t th e en d o f th e conference . Recorde d tape s 
are no t th e answer ; floo r contribution s ar e ofte n indistinc t an d 
and th e play-bac k take s a s lon g a s th e origina l contributio n . 

Conference procedur e 

Most o f th e arrangement s fo r lookin g afte r peopl e an d 
ensuring th e smoot h runnin g o f th e conferenc e ma y bes t b e 
regarded a s a  continuatio n o f al l tha t ha s bee n don e befor e 
the event . Al l thos e wh o hav e assiste d wit h th e preliminar -
ies shoul d b e presen t i n force : the y wil l alread y b e i n th e 
picture, familia r wit h names , an d s o on . Mor e helper s tha n 
these wil l b e needed , o f course , an d i t i s vita l t o hol d a 
comprehensive an d unhurrie d briefin g sessio n wit h al l helper s 
present . Eac h shoul d kno w hi s ow n job , an d shoul d als o 
know wh o ar e responsibl e fo r othe r jobs . Al l steward s 
should wea r badge s indicatin g thei r function . 

Amplification system s an d othe r service s shoul d b e teste d 
before th e proceeding s commence . I t i s necessar y t o ensur e 
that ther e i s adequat e liaiso n wit h contractors ' staf f and/o r 
the maintenanc e staf f o f th e premises . Provisio n shoul d als o 
be mad e t o amplif y contribution s fro m th e bod y o f th e hall . 

Speakers wh o inten d t o sho w film s o r slide s shoul d mee t 
their projectionist s befor e th e session , t o g o ove r th e 
material an d agre e o n signals . Ensur e discipline d contro l 
over blackou t and/o r lights . Chec k th e ventilation . 

It i s tiresom e t o hav e t o hun t fo r smal l chang e fo r interva l 
refreshments. The y shoul d b e fre e (th e cos t ca n b e include d 
in th e conferenc e fee) , an d s o arrange d tha t nobod y ha s t o 
spend mos t o f th e interva l queuin g fo r them . 

The stewards ' briefin g migh t includ e som e referenc e t o 
general securit y o f property , especiall y i f valuabl e equip -
ment i s i n us e o r o n display . 
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Conference offic e 

A conferenc e offic e shoul d b e es tabl i she d a t o r nea r th e mai n 
meeting p l ace . Fo r a  res ident ia l conference , i t ma y b e 
n e c e s s a r y t o hav e thi s manne d withou t brea k fo r 1 6 hour s a 
day. Arrang e r e l i e f s , s o tha t thos e mannin g i t d o no t s t a r v e . 

The offic e equipmen t shoul d includ e a  t ypewr i t e r , an d perhap s 
a dupl ica tor , wit h s tock s o f appropr ia t e s ta t ionery ; a ls o 

S p a r e s o f p r e - p r i n t s an d othe r documents ; 
Receipt books ; 
T rave l t imetables ; 
Detai ls o f parkin g space s an d se rv ic e g a r a g e s ; 
Maps an d locatio n d iagrams ; 
F i r s t - a id ki t ; 
Telephones (perhap s provis io n fo r v i s i t o r s a s 

well a s staff) ; 
Information on  p lace s o f wor sh ip , t h e a t r e s , cinema s 

and othe r loca l fac i l i t i es . 

It i s a ls o a s wel l t o cons ide r secur i t y fo r va luab les , includin g 
por tab le equipment . 

E n s u r e tha t al l telephon e number s l ikel y t o b e neede d i n a n 
emergency a r e readi l y ava i lab le . 

Regis t ra t ion o f de legate s 

The Regis t ra t io n des k shoul d b e i n a  cen t ra l an d prominen t 
posi t ion, adjacen t t o th e Conferenc e office . Registrat io n 
gives th e opportunit y no t onl y t o b e informe d o f th e delegates ' 
a r r i v a l , bu t a ls o t o d is t r ibut e th e delegate s ki t s whic h shoul d 
contain: 

- Additiona l informatio n o n th e Conferenc e ar rangement s 
- Lape l badg e 
- Ex t r a Conferenc e pape r s 
- Invitation s t o recept ion s 
- Ques t ionnai re s o n loca l v i s i t s , excu r s ions , 

r e tu rn journe y 

Receptions 

It ma y b e appropr ia t e t o hol d som e recept io n functio n on  th e 
eve o f th e mai n proceeding s o r o n th e f irs t workin g day . 

If th e occasio n w a r r a n t s officia l hospi ta l i ty , a  Minis te r o r 
senior governmen t officia l ma y offe r cock ta i l s . I f thi s kin d 
of functio n seem s appropr i a t e , chec k u p wel l i n advanc e on 
protocol . 

O t h e r w i s e , o r i n additio n t o t h i s , one  o f th e organizat ion s spon -
soring th e conferenc e ma y ag re e t o pu t o n a  recep t ion , wit h o r 
without a  meal . Thi s wil l hel p t o d is t r ibut e th e work , bu t i t 
is importan t t o ensur e tha t l ia iso n a r rangement s a r e adequate . 
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Chairman 

If th e chairma n o f th e var iou s sess ion s hav e t o b e selecte d 
according t o s t a tus , r a t h e r tha n specia l knowledg e o f the . 
bus iness o f th e conference , i t i s al l th e mor e vita l t o ensur e 
that the y a r e adequatel y br iefed . Eac h shoul d b e provide d 
with appropr ia t e no t e s , whic h ma y cove r an y o f th e following : 

Welcoming r e m a r k s ; 
Background t o subject-mat te r o f th e sess ion ; 
Notes o n s p e a k e r s ; 
Suggest ions fo r r emark s t o ope n d i scuss ion , 

to guid e thi s i n usefu l d i r ec t ions ; 
F i r s t fe w name d cont r ibu tor s t o d i scuss ion , i f known ; 
Time l imi t s , e t c . (mos t important ' . ) 
Summing-up r e m a r k s . 

It ma y b e appropr ia t e t o hav e a  s e c r e t a r y fo r eac h sess ion , 
to si t wit h th e chairma n an d hel p hi m ru n th e meeting . Thi s 
s e c r e t a r y migh t wel l b e someon e wh o wil l ultimatel y b e 
respons ib le fo r gettin g th e proceeding s int o shap e fo r printin g 
- o r a t leas t someon e wh o wil l hav e tha t requiremen t i n mind , 
and wh o wil l therefor e se e tha t speake r s a r e identifie d an d 
that a n adequat e r e c o r d ca n b e made . 

If a  lo t o f peopl e wis h t o speak , an d a  selectio n ha s t o b e 
made, form s hande d i n befor e th e sess io n wil l hel p th e cha i r -
man an d s e c r e t a r y t o a r r a n g e th e appropr ia t e o r d e r . Som e 
degree o f spontaneit y ha s inevitabl y t o b e sacrif ice d i n a 
l a rge conference , bu t t r y no t t o exclud e i t a l toge ther . I t i s 
always possibl e tha t someon e p resen t ma y b e stimulate d t o 
o r ig ina l , valuabl e an d a r t i cu la t e though t i n th e cours e o f th e 
sess ion itself . 

If th e conferenc e spl i t s int o smalle r group s fo r par t o f th e 
p roceed ings , th e chairme n o f thes e group s ca n perhap s b e 
selected pr imar i l y fo r the i r abili t y t o d i rec t d i scuss ions , 
r e so lve conflic t an d s o on . I f so , the y wil l nee d l i t t l e 
guidance, bu t the y shoul d b e provide d wit h l i s t s o f grou p 
members , t imetables , e t c . an d adequat e briefin g o n an y for m 
of grou p r epo r t t o th e p lenar y s e s s ion . 

Announcements fro m th e cha i r shoul d b e made , a s fa r a s 
poss ib l e , a t th e openin g o f a  s e s s ion . The y shoul d b e kep t 
to a n absolut e minimum . 

Clear ing u p 

It i s advisabl e t o appoin t someon e t o loo k afte r th e r e tu r n o f 
all equipment , e t c . ,  a t th e en d o f th e conference ; thi s 
includes th e r e t u r n o f s l ides , e t c . ,  t o s p e a k e r s . Thing s d o 
tend t o 'd i sappear ' whe n conference s b rea k u p . 
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After-conference staf f meetin g 

A meetin g o f al l he lpe r s shoul d b e hel d afte r th e conferenc e 
has d i s p e r s e d . Thi s i s usefu l par t l y a s a  mean s o f col lec t -
ing exper ienc e an d view s o n ho w t o d o be t te r nex t t ime , but -
it i s fa r mor e importan t a s a n opportunit y t o than k explicit l y 
all wh o hav e helped . 

A conferenc e i s usual l y th e occasio n fo r a  remarkabl e degre e 
of enthusias m o n th e pa r t o f al l s o r t s o f people . Member s o f 
the staf f whos e routin e wor k ma y b e quit e unspec tacu la r 
suddenly appea r a s model s o f socia l r e sou rce fu lnes s , wor k 
all h o u r s , weig h i n wit h hospital i t y an d t r a n s p o r t , an d 
genera l ly mak e a  ve r y bi g contributio n t o th e 'image ' o f th e 
organiza t ion . Thi s shoul d b e acknowledged , handsomely . 

These h e l p e r s ofte n fin d themselve s ou t o f pocke t i n al l so r t s 
of l i t t l e way s tha t a r e no t normall y covere d b y an y o f th e 
official a r rangement s fo r meetin g e x p e n s e s , an d i t ma y no t 
occur t o the m t o clai m fo r thes e e x p e n s e s . Th e organize r 
should b e aliv e t o thi s mat te r an d shoul d d o whateve r i s 
appropr ia te t o a r r a n g e re imbursement . 

Phasing o f plannin g ac t iv i t ie s 

P r e - 1 2 month s 

12 month s 

11 month s 

10 month s 

6 month s 

4 month s 

2 month s 

Organizing Committe e 
Funding an d budge t 
Banking a r rangement s 
Draft outlin e o f conferenc e programm e 

- theme , s i z e , dura t ion , invite d 
contr ibut ions 

- at tendanc e cha rge s 
Se t t le o n dat e an d venu e 

- boo k conferenc e cen t r e 
- boo k delegate s accommodatio n 

Despatch o f invitat ion s an d informatio n 
on conferenc e 

Conference Counci l 
Task F o r c e s begi n wor k i n ea rnes t 
Receipt o f a b s t r a c t s 
Cater ing a r rangement s 
Receipt o f ful l p a p e r s 
P r e s s announcement s 
Arrangements fo r officia l receipt io n 
Badges 
Signposts an d locatio n diagram s 
Notice boa rd s 
C a r parkin g a r rangement s 
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Check- l i s t 

Conference offic e 
Staff ros te r 
Telephone number s 
Information source s 
F i r s t ai d 
Lock-up ar rangement s 

Regis t ra t ion 
- Staf f 

Tables 
Badges 
Receipts 
Other document s 

Equipment 
P r o j e c t o r s an d ope ra to r s 
Demonstrat ions 
Amplification 
Black-out , venti lat ion , lightin g contro l 
Platform furni tur e 
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