Biometrics Regional Conference timeline
?? November - ?? December 2011
LOC = Local Organising Committee

SPC = Scientific Program Committee

	ACTION
	TIMELINE
	RESPONSIBILITY
	Comment

	Develop marketing and promotional strategy
	November 2010
	LOC
	

	Prepare draft budget
	November/December 2010
	LOC
	

	Establish list of keynote and invited speakers
	November/December 2010
	SPC
	

	Prepare 1st announcement
	Christmas 2010
	LOC
	

	Develop conference website
	Christmas 2010
	LOC/Webmaster
	

	Develop meeting schedule for organizing committee
	Christmas 2010
	LOC
	

	Invite keynote speakers
	Dec 2010/Jan 2011
	SPC
	

	Develop sponsorship strategy
	January 2011
	LOC
	

	Produce draft program matrix
	January 2011
	LOC/SPC
	

	Distribute targeted sponsorship proposals
	January 2011
	LOC/SPC
	

	Determine social program requirements including options for the conference dinner
	February/March 2011
	LOC 
	

	Reconfirm all keynotes and invited speakers
	March 2011
	SPC
	

	Initial website online
	March 2011
	Webmaster
	

	Travel and accommodation details for website
	March 2011
	Webmaster
	

	Determine provision of on-line registration on website
	Late March 2011
	Webmaster
	

	Distribute call for papers/registration open
	April 2011
	LOC
	

	Determine opening/closing ceremonies
	May 2011
	LOC/SPC
	

	Place updated program on conference website
	May 2011
	Webmaster
	

	Contract entertainment/ theming for social events
	June 2011
	LOC 
	

	Look into conference bags, name tags, program printing costs, etc. 
	June 2011
	LOC 
	

	Establish more detailed program
	June/July 2011
	SPC/LOC
	

	Deadline for receipt of abstracts
	3 August 2011
	SPC
	

	Review of abstracts
	3-17 August 2011
	SPC
	

	Notify acceptance/rejection of abstracts – oral vs poster
	17 August 2011
	SPC
	

	Deadline for early bird registration
	31 August 2011
	OSC
	

	Deadline for speaker’s registrations
	19 October 2011
	OSC
	

	Confirm travel arrangements of all keynote speakers
	October 2011
	SPC
	

	Determine session chairs
	October 2011
	SPC
	

	Determine speaker gifts
	October 2011
	SPC/LOC
	

	Make decision about conference bag, name tag, program printing costs, etc. 
	October 2011
	LOC
	

	Confirm travel, accommodation arrangements and program details for all keynote speakers
	October 2011
	SPC 
	

	Determine speaker gifts
	October 2011
	SPC/LOC
	

	Site visit at venue and logistics briefing
	October 2011
	LOC
	

	Determine session chairs 
	October 2011
	SPC 
	

	Prepare program handbook
	October –November 2011
	LOC/SPC 
	Want this to be ready for printing when?

	Upload more detailed program to web
	2 November 2011
	Webmaster
	Draft program uploaded to website in Oct.

	Deadline for all registrations (short courses, late, speaker)
	2 November 2011
	SPC/LOC
	

	Email instructions to speakers (how/when/where to upload their presentation,guidelines for presentation, talk scheduling in program) 
	6 November 2011
	SPC
	

	Determine details of who/when/where on-site - availability
	6 November 2011
	LOC 
	

	Arrange delivery of satchel inserts
	Early November 2011
	LOC
	

	Prepare and email instructions for session chairs
	Early November 2011
	SPC
	

	Provide venue (in writing) particulars of all venues, beverages, entertainment, technical requirements, room setups, starting and finishing times, and expected number of participants.  
	Week of 6 November 2011
	LOC 
	

	Ensure all speaker media requirements have been received
	November 2011
	LOC
	

	Briefing to committees of all conference logistics
	November 2011
	LOC
	

	Provide plans/designs for any exhibitions or displays that we propose (including poster session)
	Mid-November 2011
	LOC 
	

	Advise venue of details of any expected deliveries
	Mid-November 2011
	LOC 
	

	Brief venue re special dietary requirements for participants (give names)
	Mid-November 2011
	LOC 
	

	Print conference name tags and conference bag tags (if necessary) and short course name tags
	Week preceding conference
	LOC
	

	Prepare session chair instructions for session rooms (print and laminate)
	Week preceding conference
	LOC 
	

	Finalise catering numbers
	Week preceding conference
	LOC 
	

	Prepare sponsor Powerpoint slides
	Week preceding the conference
	LOC 
	

	Get program book and award certificates printed
	Week preceding the conference
	LOC 
	

	Advise final numbers of participants to venue and final payment due
	10am 28 November 2011
	LOC 
	

	Confirm conference dinner numbers with venue
	28 November
	LOC 
	

	Pack conference bags
	Sat 28 Nov
	LOC
	

	Buy beverages for conference dinner
	Before Tues 1st  Dec
	LOC
	

	Conference commences
	29 November 2011
	
	

	Deliver beverages to dinner venue
	1st December
	LOC 
	

	Conference concludes
	3rd December 2011
	
	

	Prepare thankyou letters for all speakers and others as appropriate
	December/January 
	SPC
	

	Reconcile conference accounts
	December/January
	LOC (treasurer)
	

	Prepare final report of conference for records
	January/February 2010
	LOC/SPC 
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