Important Notes for Organizing a Symposium 

Date:


_______



Venue:

_______



Theme:






1.  Venue

-
Number of delegates

· Number of stands

· Space availability 

· Timing – one / two day – afternoon / morning
· Sound – microphones

· Lighting – big screen (no. of lights on screen)
· Visibility – posters / direction arrows / maps

· Tea tables vs. stands
· Chairman’s position
· Photography

2.  Presentations
- 
Number of presentations

· Time allocation

· Format of papers to presenters
· Pointers 

· Position of presenter

· Presents for presenters / reduced cost for presenters
· Presents for session chairmen

· Keynote speaker – time allocation ± 30 min. + present
· Review  - time ± 20 min.

3.  Registration
-
Early vs. late registrations (fee difference)
· Maximum number of delegates
· Registration form to include map to venue
· Registration form to include invoice responsible person and contact details
· Accommodation  - supply vs. own / adequate
· Name Tags

· List of delegates
· List of supplier stands
· List of items to delegates – books / notepads/ pens/ gift etc.

4.  Proceedings
-
Book / File / Flashdisk
· Advertisements
- Front page

                                      
- Side

                                      
- Back

                                      
- Internal

· Format

· No of words / pages
· Printing time ± 3 weeks.

· Sponsors

5.  Responsibilities
-
Presentations   -  Call for papers, dates.




-
Theme  -  Abstracts, dates.

 


-
Registrations

· Finances
· Confirmation of registration to delegates (NB.  not registered until payment is received in full)
· Correspondence  -  confirmations / maps NB
· Venue

- hall/ space/ stands/ breaks/ lunch

- sound/ lighting/ photography/ etc.

· Accommodation  
· Other activities  -  technical tour/ sport/ dinners/ etc.

6.  General (last minute list)
· Name tags

· CV’s from presenters + Key Note Speaker

· Envelope for Session Chairmen with cv’s

· List of delegates (Companies in ALPHABETICAL order) with space for signature

· List of everything

· Stand / lightpro / chairman position / pointer / gifts

· Follow up on payments!
