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Timeline

ONE YEAR OUT

(minimum, depending on scope of convention and organization):

Secure funding from home institution other

Set date for conference; enter on to sponsoring entity's calendar

Send out “Call for Papers”

Suggested places for posting

ASA website and listserv (request at austrianstudiesassociation@gmail.com)
             
Journal of Austrian Studies (contact the editor for submission deadline)

H-Net (includes H-German, H-Germanistik, H-HRE, and the Minnesota Center’s list Habsburg) 
WIG (women_in_german@listlink.berkeley.edu)
Kakanien (redaktion@kakanien.ac.at)
Set up selection committee and selection criteria for papers              

Feelers out for invited speakers

(contact Austrian Cultural Forum for sponsorship of guests from Austria)

Figure out room needs

-meetings; receptions; registration; block reservation discounts, etc.

Make hotel contacts and set up costs

-negotiate rates to account for catering, room reservations, and number of meeting rooms

Deposits -- negotiate who pays, and when

6 MONTHS OUT:

· 2 weeks before deadline for paper submission: send out reminder to all listservs
· Have selection committee select papers (be sure you have room capacity to accommodate all panels)
· Notify participants; within a month, ask them to confirm within a week
· Finalize invited speakers

· Finalize selection of on-campus rooms

· Verify dates when the registrations can be locked in through room reservations, or through entities controlling specific rooms

· Determine registration fee (registration fee should cover meals, transportation, etc. of conference attendees. Over the past years, the registration fee has been $ 150.--) 

Set up your accounts for university invoicing

· check numbers

· check what kinds of costs go through each account

· ascertain who's doing your billing and invoicing

· set up who authorized payments among organizers

Set up preliminary website

· Make sure registration for off-campus visitors is in place (esp. if on-line needed)

· Make rough of program available, so that attendees can make travel plans (see notes on typical  program)
· Establish website or have ASA do it

· include how to register for hotel; if car or other transportation needed

· add PDF of Press Release

· (Adobe Acrobat format, for visitors to print out)

· add PDF of flier, poster, or other mail outs

· link to maps of hotel, campus, buildings

Send web link to attendees

THREE MONTHS OUT:

Special invited speakers' travel arrangements;

Final deadlines for room reservations

Confirm meeting rooms

Note to attendees for final dates for hotel and conference registration
Finalize publicity:

-final website updates

-final design of printing for fliers and posters and press release for local conference

Make sure website  includes:

-directions on how to get to hotel (by car and from airport)

-where to find a map of the city

-where to register onsite (with map)

-bus map

-honest statement about if your conference needs a car or not

-Inform conference attendees about MALCA membership requirement and how to become member; share information with MALCA business manager
Speakers' confirmations and payment arrangements

Confirm their travel schedules and needs in writing

Confirm organization of travel arrangements

Check if they have Social Security Numbers

(very difficult to pay non-citizens without special arrangements- WORK THIS OUT IN ADVANCE -- see special section below)

TWO MONTHS OUT:

Finalize and schedule catering 

-allow time for set up and clean up

-arrange for building access on weekends 

-pick menus: remember to accommodate vegetarians, and other dietary needs 

-set up date when final counts must be submitted to caterer

Decide if you need to reserve parking:

Determine your security needs. 

RESERVE TRANSPORTATION FROM HOTEL

6 WEEKS OUT:

Send out local press release and publicity 

Finalize, print, and mail Flier/ poster to local dedicated mailing lists: 


Be sure it includes

· -parking directions

· -date, place, time

· -MAP of where place is, and closest parking

· -description of event and public

· -cost

· -directions to register (if applicable)

· -website for reference

· -contact information (phone, email)

Finalize website, including

· -all of the above

· -PDF of Press Release

· -PDF of Flier

· -PDF of poster

· -abstracts of presentations
· -Full registration information

· -directions on how to get to hotel (by car and from airport)

· -where to find map of the city online

· -where to register onsite (with map)

· -bus map

· -be honest if your conference needs a car or not 

CRITICAL: MAKE SURE SPONSORING ENTITIES HAVE THIS INFORMATION

AVAILABLE AT THEIR INFORMATION NUMBERS, RECEPTION DESKS, ETC.

Finalize media needs

-chairs, tables, and microphones 

-projectors, computer, overhead, opaque

**RECONFIRM ROOM RESERVATIONS

ONE MONTH OUT:

HIRE GO-FERS

- to post publicity

-to work conference

-to work registration

-to copy incidentals and stuff folders before conference

-to send reminders to attendees about membership requirement
**IMPORTANT: check hiring eligibility of students -- visa rules are tightening up, making it difficult

to hire some

**RECONFIRM ROOM RESERVATIONS

Prepare and print final (see note below on printing):

-Programs

-Name tags for organizing committee, special guests, registrants (arrange two kinds of tag holders: pin or clip and string)
POSTERS--post two to four weeks out, depending on scope

-200 cover campus and bookstores/coffee shops in town

Stuff folders for registrants with

-restaurant suggestions (breakfast, lunch, and supper, for all price ranges)

-outing suggestions (on campus, close by [with directions on how to get there)

-bookstore and library access directions

-city map

-paper and writing implement

-post office and duplicating service information

-campus map with venues for all sessions marked clearly

-transportation and parking directions from hotel to campus


-receipt for registration fee ( see sample at end of the document)

MAL subscription information and library recommendation form
**NICEST is to have folders given out at hotel check-in; or to have a registration table in the hotel during check-in hours -- or at least a nice large info poster to get people where they're going to the conference, after they arrive

ONE TO TWO WEEKS OUT

-confirm numbers with caterer

-reconfirm room and media reservations

-AND WEEKEND ACCESS TO BUILDINGS ON WEEKENDS (many of which are locked, and need the police to open)

-reconfirm transportation, hotel to campus and/or events

-reconfirm tables, chairs, microphones.

-arrange to tape all major sessions, etc.

-arrange any publicity photography

-arrange folders with Room Check-Ins

(or poster on registration/transportation for hotel lobby -- see above)

ON DAYS OF CONFERENCE:

PUT SIGNS ON BUILDING DOORS (all of them), directing to exact rooms; if multiple venues,

add brief maps to them.

Have all invoices for invited speakers and employees ready to sign, whether they need

reimbursements, or just a quitclaim for services received (yes, that's necessary for non-fee people who receive plane tickets)

If you don't have a registration or pre-registration, consider collecting names and contact

addresses to refresh or create a mailing list for future events. At the very least, be sure you count heads and record numbers of attendees, to aid in future planning

BRING SUPPLIES:

Scissors

Tape

Stapler

Card Stock (medium Large -- for temporary signage)

Markers

Pens

Ordinary paper

Extra blank nametags and holders
Extra registration blanks, etc., if on-site registration

Cell phone; contact numbers (esp. University Police for doors opened)

VIDEO- or AUDIOTAPE important sessions (or all)

Be sure you get photographs for record of the conference

Have a conference evaluation available to be left in boxes at the door; you might want

evaluations for each session.

**HAVE at least one all-purpose go-fer available to run to problem-solve there the whole time, and one staffing the registration desk as an information desk. If conference has more than one venue, have one go-fer for every couple or three rooms.

Notes on Paying Speakers/Visitors

Be sure you know your university’s policy, length of time it takes to process payment, information needed, etc.

Speakers—special notes for foreign visitors

Before they arrive, get a copy of their visa and determine what kind of visa under which they enter the US. It MUST be one that allows them to collect income while they are here. If they do not have a work visa we can only reimburse them for expenses (all of which have to be documented).

Check with either Payroll or the International Office to see if they are from a country that has a tax treaty with the US. If they are not, they will only get 67% of their honorarium. Payroll withholds 33% for taxes and the visitor must file a US tax return to get the taxes back.

Ideas for Publicity
Local newspapers

Local TV Stations

University’s Press Office

University’s announcements 
Student publications

email lists from appropriate groups (e.g. Center for Women's Studies, Honors College)

Museum, coffee shop, and bookstore bulletin boards

On-Campus kiosks

Basic Budget Template

Meeting rooms

Room fees

Guards

Go-Fers (don't forget that fringe has to be added ABOVE the hourly rate)

Media rental

Tables & Chairs, rental and setup

Speakers

Honoraria

Ground travel

Lodging

Flights

Publicity

Purchase of mailing labels

Postage

Posting fees

Printing of posters and fliers

Supplies

Running costs

Printing

Programs

Nametags

Folders with pens, pads, city info

Meal tickets or other vouchers

Rental of chairs, tables, media

Media and conference go-fer salaries (don't forget that fringe has to be added ABOVE the hourly

rate)

Incidental supplies

Scissors

Tape

Card Stock (ledger size for temporary signage)

Markers

Pens

Ordinary paper

Extra nametags and holders

Parking and Transportation

Guards

Catering

CASH for deposits

Notes on Organizing the Program

General guidelines:

            Selection of presentations is up to the organizer—it is helpful to establish a 

            selection committee so not one single person is responsible for selection

each panel has three to four speakers, presentations should be 20 minutes, there  should be at least 15 minutes for discussion

first session  could be a single session depending if the papers lend themselves to a  general introduction of the conference topic)

when selecting the parallel sessions be sure that topics do not conflict (e.g. do not 

            schedule panels dealing with the same time period at the same time)

aside from setting a theme for the year, the conference program should include, if possible, general panels and panels submitted as a whole by individuals and other organizations

Typical ground plan for a conference at an isolated venue (not as many events are needed in a city with nightlife):

Thursday evening:


Reception

            Some kind of cultural program: film, concert, reading by an author etc.

(many attendees will not be able to attend early evening events, so keep it low-key)

Friday:

            Registration, breakfast (if not provided by conference hotel)

Official Welcome by organizer, host institution administrators

            Session(s)

            Coffee break

            Session(s)

Lunch  (if lunch break is at least one and a half hour, schedule executive council      meeting at lunch time, if not make sure there will be a 1.5-2 hour time block on  Friday for the council to meet)

            Sessions

            Coffee break

            Session(s) or Reading by an author*

            Executive Council Meeting (if not during lunch break)

            Dinner

            Cultural program optional

Saturday


Breakfast

            Session(s) 


Coffee break


Session(s)

            Lunch 

            MALCA business meeting


Session(s)

            Coffee Break

            Session(s)

            Break 

            Keynote Address**

            Banquet

Sunday (if necessary -- attendance is a real problem)

           Breakfast

           Session(s)

           Coffee break

           Session(s)

           Closing Remarks

            Lunch (optional, many people may have to leave early in the day)

* The Austrian Cultural Forum sponsors visits of Austrian authors. Contact the Deputy Director of the Cultural Forum (www.acfny.org). 

   The Cultural Forum also provides help with contact addresses. Once you get the commitment from the Cultural Forum that they will sponsor an author you would like to invite, you can contact the author, provide them with specifics (dates, honorarium, etc.) 

** The key note address should be of broad appeal. You may consider its attraction for members of your campus or wider community when selecting a speaker. Again, the Austrian Cultural Forum can be approached for financial support.

Room Requirements

· area for registration  and book exhibits (Ariadne Press usually is present at ASA conferences, other publishers may request to have materials displayed)

· “Pausenzimmer”—place where participants can take a break during the day.

· One large lecture room for key note address and first single session

· Break-out rooms for concurrent sessions (estimate size according to number of conference presenters, expected participants)

Media Equipment

· Have each participant indicate their need of media equipment ahead of time

· Be prepared to furnish:

Video projection

Computer for power point presentation

· Hire media support staff 

Conference Proceedings

Two possibilities (neither is compulsory):

1) Individuals can submit their papers to Journal for Austrian Studies and go through peer review process

2) Publish a proceedings volume  

For possibility 2:

· contact possible publishers before conference (you may contact previous conference organizers for suggestions, experiences, costs, etc.

· if the publisher requires you to contribute to publication costs, find out if your institution provides support for publication 

· decide on editing process (who? will contributions be peer reviewed?)

· announce submission deadline, length of papers, selection process, style requirements etc. at the end of conference, send follow-up email

Receipt for  Registration Fees

For participants who paid in advance, this receipt can be included in their registration folder. For participants from abroad who may have to pay on site, you should have them handy at registration.

Sample Receipt:

Austrian Studies Association

Annual Meeting

University of Vermont

April 12-15, 2004

Receipt for Conference Registration Fees

Name:

Affiliation

Amount

Signature

(Conference Organizer)

Note on Registration Fees

It has been left up to the host institution to set registration fees and those fees to go to the conference.  In some cases, overage has been used to finance a proceedings volume (planned in advance), or returned to ASA to use for travel funding for graduate students in the subsequent year.  Fees should reflect costs, and arrangements need to be cordial rather than extravagant (e.g. limited alcohol but ability to buy more)


Those presenting papers should pay fees and be full members of ASA.  Those wishing to attend a large number of events involving catering should pay fees (maybe with a non-member increase);  walk-ins from the home campus/city should probably be free, as return-in-kind for the host institution's contribution and to help with its publicity mission.  Those from the home institution chairing panels may have fees waived, as should student  workers;  they should be encouraged to attend receptions, and the students should be encouraged to attend  a banquet, if the home institution can swing costs.  All should be encouraged to become members.  


When the conference is held outside North America, it may be left to the discretion of the organizers whether to enforce ASA membership for scholars residing outside North America, given that conferences are handled differently in Europe.  When the conference is held in a city with nightlife, evening programs need not be organized, or certain outings may be made available by advance subscription and payment -- the conference plan above is ideal for an isolated US campus where there are few places for attendees to gather informally without the use of automobiles.  

