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1.Introduction

Postgraduate events
Organising a successful postgraduate event is a considerable undertaking.  This handbook has been produced to provide comprehensive guidance for postgraduates in the Humanities who are in the process of applying for or are in receipt of PGR-led events funding.  This document will provide tips and guidance for organising a successful event.  It also includes information on policies and procedures that are currently in place at the University of Manchester, although please note that event organisers are expected to check the University website regularly for updates to University policy.  
It is expected that event organisers will refer to this handbook to answer any queries that they may have before seeking any further advice or guidance from artsmethods.
Terms & Conditions for artsmethods@manchester PGR-led events funding
As part of the terms and conditions for receiving funding event organisers must assume full responsibility for ALL administrative duties pertaining to the event.  Event organisers must sign the artsmethods events terms and conditions which can be found on the artsmethods website (https://www.artsmethods.manchester.ac.uk/). 
Being in receipt of event funding from artsmethods means that you agree to act responsibly with public money and organisers are therefore accountable for the way in which that money is spent. All expenditure must be reasonable in relation to the particular event.
There are a number of specific conditions attached to artsmethods funding for postgraduate events. Many are further detailed or explained in this handbook. 

What can the money be used for?

· To cover the expenses (e.g. travel and accommodation costs) for the speaker(s) or other presenter(s)

· To fund materials necessary for the event, e.g. stationary

· To pay for marketing materials for the event 

· To fund refreshments and catering. Conditions apply depending on the type of event (see application form) 
· To cover expenses made by the organisers
· To fund venue and room hire, if needed

The money must NOT be used:

· To pay the event organisers a fee or honorarium for their time

· To pay a fee or honorarium to (academic) speakers or presenters

· To provide fee bursaries for participants

[Acknowledgements: many thanks to Hannah Mansell of the Martin Harris Centre and Melissa Markauskas, PhD student in Classics, for their helpful input into this handbook]
2. Planning an event
From idea to event
When exploring whether or not a theme is suitable for a postgraduate event you might like to consider the following:
· What is the scope and purpose of your event?  What are your aims and objectives?
· Will it explore current research methods/trends in the discipline?
· Who else is talking about the theme?  (e.g. the public, the government, academics, postgraduates?)

· Why is the theme currently popular?  What are the benefits of exploring this theme in a postgraduate event?

· Is the theme interdisciplinary?

· What keywords would you associate with the event topic/theme?

· How will the event benefit the research community in the School of Arts, Languages and Cultures and the Faculty of Humanities?

· How will the event be structured?  
· Who will attend and who will present?

· Where will the funding come from?  

· What are the appropriate dates/times/venues to hold the event?

· Will there be opportunities to share the outcomes of the event (blog, twitter, published papers)? 

· How will you approach and engage participants?

· What will be the overall contributions to the discipline/field?
The organisation of an event
Postgraduate events usually always rely on a team of organisers to ensure that proceedings run smoothly. It is essential that all organisers have clearly defined roles and responsibilities. All organisers must be available in the run-up to the event. This is an overview of organisational tasks and responsibilities to be covered:
· Oversight – it’s important to have a lead organiser with overall responsibility for running the event, ensuring that the organisation runs to time and within budget and leading the other organisers to ensure that they manage their tasks adequately and on time.  
· Budget –establishing and monitoring the budget, organising fees and expenses, seeking funding and working out costing.
· Programme and participants – coordinating the event programme, establishing contact with speakers and organising their travel accommodation, etc., answering queries from participants.
· Facilities – organising the event venue, catering, bookings, AV equipment.  

· Marketing – creating a marketing and publicity strategy for the event, maintaining the contact database, managing the flyers/posters/social media, email marketing and creating a maintaining a webpage/blog. 
Applying for funding
Every academic year artsmethods@manchester launches a PGR-led events funding competition, details can be found here -  http://www.artsmethods.manchester.ac.uk/funding/
Event organisers can approach other funding bodies (e.g. the Institute of Historical Research or the Renaissance Society) and publishers (e.g. Routledge) to offer additional funding for the event.  Usually funding bodies require that their logo be placed on all event marketing materials (printed and online) to demonstrate that they have supported the event.  
Be aware that many funding awards put restrictions on what the money can be used for (including artsmethods). Make sure to obey by these rules when putting together your budget.

Timeline for organising an event
Good planning is essential to a successful event.  

These are some fundamental steps involved in most event planning schedules with an indicative timeline. The actual timeline depends on the size and complexity of your event:
Run-up to applying for funding (12-6 months before the event)
· Decide on the theme and format of your event
· Bring together your organising team and divide up the organisational responsibilities
· Decide on a date. Check whether your preferred venue is available and put in a preliminary booking if possible. Be aware of possible out of hours/weekend charges for Portering services at the University.
· Identify and contact key speakers/workshop or masterclass presenters

· Plan preliminary budget (see Appendix for examples)

· Apply for funding (from various sources)

· Seek help/support/advice (Researcher development, department heads, supervisor, fellow postgraduates)
When funding is awarded
· Book venue 
· Confirm your speakers, presenters and book their travel and accommodation
· Confirm AV equipment requirements with speakers and book AV equipment, if needed
· Identify possible participants and delegates and build a database of contacts
· Prepare a detailed timed progamme of the event
· Prepare website/blog, mailing list/listserv and on-line payment facility for fees, if needed
· Prepare and display posters and publicity material
· Distribute details/publicity materials through mailing lists and social media
· Book catering
· Organise and manage registration of participants, if needed (more info xx)
· Make feedback forms, if required
1 week before the event
· Send a reminder email with all information (including how they can claim back expenses) to your speakers or presenters 

· Send programme to all participants, maps and directions by email, if participants had to register
· Confirm catering and any special dietary requirements for speakers/participants
The day of the event
· Check rooms and AV equipment
· Organise water for speakers

· Put up directional signage

During the event
· Take photos and document the presentations and discussion (necessary for funding reports!)

· Give participants feedback forms to fill out
One week after
· Write up event report for funding sources
· Collect expenses forms and receipts and hand these in to artsmethods
Approaching speakers, presenters or workshop facilitators
Experience shows that PGR students are most successful when they contact a speaker/workshop leader they already know (e.g. have met at a conference) or who their supervisor or department has a connection with. When contacting potential speakers or presenters, make sure to explain who you are, what the event is about, what your preliminary programme is, how it will be funded and what you expect from them within the event and whether they will receive anything in return. 
It’s common practice in academia to reimburse academic speakers for their expenses (travel and accommodation). Please note that artmethods funding cannot be used to pay an academic speaker an honorarium or fee for their time. If you have a workshop facilitator or speaker from the private sector, please discuss the possibility of paying them a fee with the artsmethods director and administrator.
It’s important to stay in regular contact with your speaker/presenter throughout the organisation of the event.   
3. Tips for marketing and publicising your event
In addition to email promotion and a webpage, you could make use of:
Posters

Posters are an inexpensive way to advertise an event and can be emailed as a PDF attachment as well as being added to a website or a blog.  Posters should be visually appealing and include the date, time and location as well as the address for any blog or website and details of how to register/contact the organisers (if relevant).  Posters can be printed at several outlets across the University using an appropriate account code to charge.  The main printing services are in The Print Shop in the Humanities Bridgeford Street Building (printroom@manchester.ac.uk) and the Graphic Support Workshop (gsw@manchester.ac.uk).  
Blogs
Some event organisers set up a blog instead of a website because they are easy to update and users can leave comments.  This can enable discussion between participants before and after the event. Wordpress is a very user-friendly blog platform, offering pre-made templates and a dashboard to manage the blog and comments.  Widgets can be added to the blog such as a tag cloud and categories.  There can also be a calendar of past blog posts and a widget to link to the event Twitter feed.  

Twitter
Twitter can be useful for advertising event updates and to create a dialogue between the organisers and the participants.  Twitter accounts can be set up swiftly and the committee can start to follow other tweeters, especially those who are in associated research networks.  Events can create their own hashtag e.g. #renaissance2012 – this hashtag can be added to any event tweets and viewed by the organisers and participants.  The hashtag can be used to report discussion during the event and interaction between participants and also to update those who cannot attend.  Twitter accounts can synchronise with blogs (e.g. Wordpress) and websites where users can view recent tweets about the event.  The participants can be made aware of the Twitter feed and associated hashtag on the event poster e.g. “Keep track of event updates by following @renaissance2018 and tweeting with the hashtag #conference2018”.  

Networks

Postgraduate events can be advertised through research networks across the UK.  In the early stages of planning the event organisers should be able to identify which networks are appropriate and make contact with organisations to advertise that the event is taking place.

4. Budgeting & financial procedures

Budget 

Organisers are asked to create and maintain a rolling spreadsheet of costs (income vs. expenditure). As part of the artsmethods funding application, you will need to submit a budget that is as detailed and accurate as possible (see Appendix for examples of good budgets). Catering numbers don’t have to be finalised until several days before the event, but it is best to err on the side of caution when selecting how many participants are likely to attend the event. Organisers should contact artsmethods in case of any substantial changes to the budget. A final budget needs to be submitted as part of the event report.
Budget Holder

The organisers are responsible for liaising with the artsmethods administrator to ensure that all income and expenditure is monitored accordingly.
Account Codes
Please liaise with the artsmethods administrator for details of the account code – you will need this information when booking catering or supplies through the University.  If an eStore account is being set up to deal with participant fees (see Online payment of fees below), a separate account code is needed, this is generated by the school accountant. Contact the artsmethods administrator for further information.  
Expenses

Expense forms must be submitted with the original receipt/tickets and clearly explain in the “detail of expenses claimed” what the reimbursement is for, along with the name and date of the event.

The appropriate expenses form will depend on the claimants relation to the university – for those on the University payroll (usually members of staff and GTAs) the form (PR5) is now online and available from MyManchester.  For those not on the University payroll, the form is a PR7 expenses form.  All forms are available to download from the University StaffNet website. If in doubt, please contact the artsmethods administrator. Forms must be submitted with the original receipt/tickets and clearly explain in the “detail of fee claimed” what the reimbursement is for, along with the name and date of the event.
Please note that it takes between 4-6 weeks for expenses to be reimbursed into the nominated account. When paying for items for the event, please make sure that there is money to cover this should there be a delay in payment as the University is not in a position to reimburse any expenses incurred through delay in payment (e.g. credit card charges).
Organisers’ expenses

It is feasible that organisers will incur expenses when organising the event.  These should be realistic and kept to a minimum.  Artsmethods is unable to pay the organisers for their time (i.e. an organising fee) but will reimburse reasonable expenses such bus/taxi fares provided that these have been agreed with artsmethods in advance and are accounted for in the budget.  

Expenses of speakers, presenters or participants
The organisers will have to decide which expenses can be reimbursed as part of their original budget submitted to artsmethods.  For example, the accommodation of the speaker, the travel of the presenter, the event might have received funding to cover the cost of participants’ travel. Artsmethods is unable to pay a fee or honorarium to academic presenters. 
Please note that artsmethods does not book travel and accommodation on behalf of speakers and organisers.
Income
Invoices & payments

In the event that the event secures external funding, this money will be payable into the University account to be drawn upon by the organisers.  In some circumstances there are additional regulations (e.g. in the case of delegate fee bursaries).  Please speak to the appropriate member of finance to ensure that all procedures are followed correctly.  The University finance office is able to raise invoices to send out to external organisations to ensure that the money be paid into the appropriate account – again please liaise with finance to get a list of the information required. The artsmethods administrator can put you in touch with the right person in the finance office.  
Participant fees

Participant fees, even nominal charges such as £10 or £15, can be used to cover additional costs and ensure that the event is well-attended.  People are more likely to turn up to the event if they know that they have paid some money to be there.
Online payment of fees

If you are charging a participant fee to cover the additional costs of the event then it is highly recommended that you set up an account with eStore http://estore.manchester.ac.uk/ which is the University of Manchester’s online payment system. eStore allows delegates to pay fees and accommodation costs online and the money is paid directly into the appropriate account. Contact the artsmethods administrator for further details. In order to use eStore, a finance account code for your event will need to be set up. This might take some time so it is advisable to start planning and requesting well in advance.
5. Room and venue hire
Venues on campus
It is highly recommended that the SALC Graduate School space in Ellen Wilkinson is used for events. There is a reception area which allows catering (the Atrium) and large conference room. There’s no hiring cost for these spaces in normal operating hours. Please see the SALC Graduate School office for availability and booking or email Andrew Fairhurst of the Graduate School office (andy.fairhurst@manchester.ac.uk). 

If you are organising a training events and seminars, other teaching rooms across the University can be booked through the Central Teaching Spaces Team (https://www.estates.manchester.ac.uk/services/centralteachingspaces/ourservices/roombooking/). The majority of rooms on campus do not allow catering. If you are planning to have catering please specify this when requesting a room. Please note that rooms for conferences can incur a hiring fee.
Out of working hours and weekend bookings of any university venue will incur portering charges. Normal operating hours are between 9am and 5pm, Mon - Fri.
Alternative venues in Manchester

It is possible to host the event at an alternative venue, away from the University campus; however, the venue has to be on the University’s system as an approved supplier, in order to guarantee payment. In the past events have been hosted at Chetham’s Library, the John Rylands University Library (Deansgate), the MOSI, and the Anthony Burgess Foundation.  The organisers should reach an agreement on the appropriateness of the venue for the event (taking into account the dates, times costs and requirements).  Contact the venue in advance to find out if they can accommodate your event and how much the hire charge is.  Please note that some venues stipulate that their in-house caterers must be used when booking venue hire.
Accommodation
For speaker’s accommodation, a room can be booked at Crowne Plaza or Chancellors and paid for directly by the University out of your budget. If an alternative hotel is used, the speaker is required to cover their own costs upfront and claim back on expenses.   

6. Catering and refreshments
Please be aware of the restrictions on the amount of artsmethods awarded funding that can be spent on catering. This differs depending on the type of event you are organising (see application form). 
University catering
The University has its own in-house catering company, Taste Manchester. Taste Manchester is automatically set up to receive orders from University staff and students, upon presentation of an account code.  
Approved suppliers

The University has a database of approved suppliers, including catering suppliers and restaurants. These suppliers have been approved by the University based on quality of service and cost. 
· Approved suppliers for catering:
· Food On Campus/Taste Manchester - http://www.tastemcr.com/
· The Chancellors Collection- http://www.chancellorscollection.co.uk/
· Impact Catering - http://www.impactcatering.co.uk/
· KRO Catering (Ruby and Ruby) - http://www.krocatering.co.uk/
· Le Mange Tout - http://www.lemangetout.co.uk/
· Green Plate - http://www.greenplate.co.uk/
Pre/post event meals

There are a number of restaurants on the approved suppliers list. Organisers should always liaise with the restaurant to arrange a set meal and price a few weeks prior to the event in order for a purchase order to be raised so the University can invoiced. Under no circumstances can the University be invoiced without a purchase order. 
· Approved restaurants (these are subject to change, check with the artsmethods administrator)   
· Efes Restaurant

· Don Giovanni

· Little Yang Sing

· Red Chilli 

· Kro Bar

· Annies 

· Christies Bistro

If you need more information or specific advice, contact the artsmethods administrator.

Rules on serving alcohol
Not all (University) venues allow you to serve alcohol or have wine receptions.  When making a booking it is a good idea to clarify whether the rooms you are requesting allow alcohol to be served.
Please note that for restaurant meals artsmethods funding only covers one alcoholic drink per participant.
7. Health & safety

Event organisers are bound to abide by the University’s Health & Safety policy. Organisers must ensure that all attendees register correctly. Organisers must also acquaint all attendees with all safety and evacuation procedures, including when/where a file alarm will be tested in the venue (where appropriate).  Organisers will take all precautions possible to abide by all fire regulations, whether statutory or otherwise, and leave all fire points and accessories unobstructed and available for immediate use.  All gangways, staircases, passages, entrances or exits within the premises must be free from obstruction at all times.  Organisers must also ensure that all attendees comply at all times with these conditions.
8. Artsmethods event report

It is usually a requirement of event funding that the organisers write a report which outlines how they have spent the money and what was gained from the day. Artsmethods researcher-led event reports need be no longer than 1-2 pages of A4 and summarise the event and its outcomes of the event.  The report will be placed on the artsmethods website. Please include pictures from the event in the report. As part of the report, you should also submit the final budget.
9. Extra information for conferences and large events
9.1 Planning a conference or large event

Creating a sustainable conference

There are some postgraduate conferences in the School that have been organised for several consecutive years.  Inheriting an already established conference from a previous organising committee can be one way of ensuring that you get the opportunity to organise the conference in the forthcoming academic year (and contribute to keeping it sustainable).  Nevertheless, you might have an idea/theme of your own which you would like to explore and therefore decide to establish your own postgraduate conference and commit to making it sustainable.  Exploring research methods and research methodology must also be a significant part of any postgraduate conference.  Conference sustainability is important for a number of reasons: 

(a) It ensures that future postgraduates have the opportunity to oversee the administration and organisation of a postgraduate conference 

(b) Discussions amongst the established postgraduate network continue to develop 

(c) Postgraduate conferences bring additional income into your discipline.  
Creating a conference team/committee

Postgraduate conferences always rely on a team or committee of organisers to ensure that proceedings run smoothly.  You might consider also recruiting a number of volunteers who can help you on the day with tasks such as handing out delegate packs, manning the conference reception desk (see timeline).  Any call for volunteers for election onto a conference committee should outline the purpose of the team as well as a description of the roles within that team.  

At the first meeting of the committee ensure that “team roles” is a point for discussion on the agenda.  This will help to dispel any misunderstandings about roles and responsibilities – and can also help members to reach agreement on the tasks and procedures ahead.  All committee members must be available in the run-up to the conference.  Conference committees will usually include the following roles (some roles are smaller and so one person might have responsibility for two roles rather than one).  For smaller committees, roles are usually divided up accordingly.

· A head of conference/team – with overall responsibility for running the conference, ensuring that the project runs to time and within budget and leading the other committee members to ensure that they manage their tasks adequately and on time.  

· Budget holder – with responsibility for establishing and monitoring the budget, organising fees and expenses, seeking funding and working out costing

· Programme coordinator – with responsibility for coordinating and collating the conference programme, establishing contact with keynotes, delegates and other interested parties to draw the programme together, responsibility for originating the call for papers and sifting through applications

· Facilities manager – with responsibility for organising the conference venue, catering, bookings, AV equipment and receptions.  This facilities manager will also be responsible for tea/coffee breaks, restaurant bookings and other social/networking activities

· Marketing manager – with responsibility for creating a marketing and publicity strategy for the conference, maintaining the contact database, managing the flyers/posters, email marketing and setting up listserv and creating a maintaining a webpage/blog. 

· General administrative manager – with responsibility for organising the overall administration of the conference, handling queries, helping other members of the team and managing events on the day
Sources of external funding
Conference organisers are expected approach other funding bodies (e.g. the Institute of Historical Research or the Renaissance Society) and publishers (e.g. Routledge) to offer additional funding for the conference.  Occasionally external funding bodies offer support the conference on the understanding that the money is allocated to support a particular element of the proceedings.  For example, publishers usually donate money as a “Conference Marketing Fee” which goes towards the inclusion of posters and flyers from their company in the conference delegate packs. Usually funding bodies require that their logo be placed on all conference marketing materials (printed and online) to demonstrate that they have supported the event.  Some funding bodies offer money to put towards conference delegate bursaries – it is crucial that the organisers administer this money in the correct way (please see the Finance section for further details).

Many other organisations offer funding towards the organisation/administration of postgraduate conferences.  These organisations include publishers such as Routledge and not-for-profit organisations, research councils such as the Renaissance Society, the Royal Historical Society and the Arts & Humanities Research Council (AHRC).  Details of any schemes are usually available on their website.  Some bursaries stipulate that the money must be spent on a particular activity e.g. conference marketing/publicity, delegate travel bursaries and delegate fee bursaries.

9.2 The conference timeline

The larger your event is, the longer will be its planning time.  99% of conference successes are down to correct and strategic planning and some of these can take anything up to a year in advance – it’s not a problem if you don’t have as much time as that, the chances are that the planning actually started as an idea several months or weeks ago before formally morphing into a plan for a conference.  Sustainable conferences are successful because they are rigorously reviewed before the new conference team beginning planning for the next event.  

Conference timelines/deadlines outline the fundamental factors involved in most conference planning schedules:

12-8 months before

· Decide on conference theme and format (start/part of a series?)

· Decide on conference committee and distribute roles (administration – phone numbers/addresses)

· Decide on any post-conference publishing (journal special issue, CD, website)

· Seek help/support/advice (Researcher development, department heads, supervisor, fellow postgraduates)

· Decide on a date (check that there is no overlap with related conferences elsewhere). Be aware of possible out of hours/weekend charges for Portering services.
· Identify and contact key speakers/workshop or masterclass presenters

· Release a general call for papers

· Plan preliminary budget 

· Apply for funding support (from various sources)

· Contact publishers for book displays/flyers

8 months before

· Book venue – it is highly recommended that the SALC Graduate School conference room is used; it is a large room that is free of charge Mon-Fri. The additional Atrium space allows catering and can also be booked for your event. Ask the SALC PGR office for availability. 
· Plan accommodation options
· Prepare posters and publicity material
· Identify possible participants and delegates and build a database of contacts
· Prepare website/blog, mailing list/listserv and on-line booking facility (see below)
· Set up/access conference email account
· Advertise conference generally
6 months before

· Display posters
· Send poster to interested parties (by email)
· Distribute details/publicity materials through School mailing lists and social media
· Liaise with finance to check procedures
· Close call for papers
· Create preliminary programme
· Liaise with speakers and keynotes about travel arrangements
· Plan post-conference publishing
3 months before

· Book catering – restaurants and on-campus catering (see catering and refreshments)
· Confirm AV equipment requirements with speakers
· Book AV equipment
· Reserve accommodation for speakers
· Confirm travel arrangements with speakers
· Contact the University Press Office
· Check out of hours access – you may have to allow some money in your budget for a porter to be available
· Prepare/update delegate database and mailing list for easy communication and group instructions (BCC:)
· Redistribute details on listserves
· Complete preliminary programme
· Arrange staffing for conference reception desk
1 month before

· Send programme to all delegates, maps and directions by email

· Confirm accommodation (unless booked by delegates)

· Confirm restaurants/catering and any special dietary requirements for speakers/delegates

· Check for local publicity for conference packs

· Organise chairs/respondents/commentators for sessions

1 week before

· Reconfirm food numbers

· Prepare conference packs

· Prepare name badges

· Confirm AV needs

· Prepare directional signage

· Confirm staffing for desk

· Organise people to move furniture if rooms need rearranging

· Prepare expense form envelopes with thank you notes

· Confirm chairs/respondents/commentators

· Deadline for AV presentations to be submitted?

1 day before

· Check rooms for cleanliness

· Organise water for speakers

Morning of conference

· Put up directional signage

· Set up registration desk

· Set up and test AV equipment

· Give speakers expense forms

· Take photos for publicity (conditions of funding)
Day after

· Send out thank you letters

One week after
· Prepare post-conference publicity
· Write up conference report for funding sources
· Send out call for papers to be published
· Identify who to hand over the forthcoming conference to

9.3 Building a conference programme

Call for papers

As mentioned above, those who have decided to organise a conference usually have a conference theme in mind.  Once a theme has been decided upon, the conference organising committee usually send out a call for papers (including a deadline) across their academic and professional network, inviting expressions of interest to present a paper at the conference.  Proposals usually outline the working title of the paper and a short abstract of its contents.  Organising committees occasionally include in the call for papers an indication of the types of papers that they will be accepting.  For example, “the organising committee will give especial consideration to papers which explore the theme of * within an interdisciplinary context”.  Guiding principles such as these help those who are interested in presenting their work to deliver a paper that fits in with the overall theme(s) of the conference.  It also helps to ask potential participants to categorise their papers and to include keywords and principles.  This helps when deciding which papers to accept and where to place them in the programme.

Organising sessions/a running order

Once the deadline has passed the organising committee will sift through the applications and decide which papers to accept, which to hold in reserve and which ones to reject (if any).  After this time, the organisers will divide up the papers into panels or into a running order depending on the contents of the papers.  Matching up papers to form a panel can sometimes be difficult although some organising committees usually organise papers according to subject matter, time period, methodology, theme etc.  

Keynote speakers
Most postgraduate conferences have one or two keynote speakers who address the whole conference at the beginning of proceedings and give a keynote speech relevant to the conference theme. It is usually apparent to most conference organisers which academics they would like to approach to give a keynote address.  Most academics are happy to be keynote and their expenses (travel and accommodation) are usually reimbursed. Please note that the University is not in a position to pay a keynote speaker (or any other conference speakers) an honorarium or fee for their time.  It is always worth considering having a back-up keynote speaker in mind just in case the keynote has to pull out at the last minute.  Recruiting the keynote speaker well in advance can help to avoid some of the hassle should they have to pull out.  Once you have approached a keynote and they have accepted, keep them briefed with regular updates about the conference.  Be careful to explain to them what the conference is about and outline how you plan to ensure that the conference is a success.  If there is anything you want the keynote to focus on particularly during their speech then it is a good idea to do this at an early stage.  
9.4 Managing participants

Email list

Any expressions of interest, both from potential presenters and potential attendees, should be added to a mailing list or database of contacts which should be regularly updated and managed.  It’s useful to set up a unique email address for the conference e.g. renaissance2012@gmail.com to manage all the conference email traffic.  These email lists can be useful when sending out email reminders and distributing any administrative information such as the formal conference programme and any changes in venue or date.
The importance of participant fees and a cancellation policy
Conferences and multiple day events usually need to charge a participant fee to cover costs. It’s important to ensure that fees are collected in an appropriate way (see x) and that the budget holder keeps track of incoming fees and if need adjusts expected expenses to ensure the conference will not run into financial trouble. A cancellation policy helps to keep track of numbers, especially in the run up to the conference where arrangement of and payments for catering are usually finalised. A typical cancellation policy will provide the delegate with a refund of their conference attendance fee up until 30 days before the conference date.  Those who cancel within 30 days of the conference usually forfeit their fee.  This ensures that last-minute cancellations are limited and that any charges associated with the delegate place can be covered.  It also ensures that the committee do not over-cater for delegates which can incur quite high charges.  A cancellation policy will prevent this from happening and ensure that delegates contact the committee to withdraw their attendance rather than simply not turning up.  

Delegate packs

Delegate packs give the conference a professional feel for the participants.  At the very least, multiple copies of the conference programme should be available from the reception point for the conference. The costs of the items ordered will be discussed with the conference organisers, and must always be covered in the conference budget. 

Delegate packs usually contain the conference programme, flyers, useful information, a campus map, information about the venue and the city, use of WiFi and internet access (where possible) and a list of useful contacts.

9.5 Handing over to a new conference committee

If your conference is a success, then it will usually be sustainable.  To ensure that a similar conference runs in subsequent years many organising committees recruit a new conference committee and provide a formal handover to ensure that all administrative procedures and associated networks are maintained.  

10. Useful Contacts

Dr Tine Breban
Director of artsmethods
School of Arts, Languages and Cultures

tine.breban@manchester.ac.uk
0161 3060393
Nicola Sheehan
Researcher Development Officer 
artsmethods Administrator

Tel: 0161 306 1113

artsmethods@manchester.ac.uk 

Appendix: Examples of good budgets

A good budget is detailed and accurate. Please note that for a conference or large event, SALC finance might require you to complete a more detailed official conference budget.  Below are 3 examples of different event budgets.
------------------------------

· Example of seminar series budget  

Travel budget: £158.50: Session leaders (£25 x 4); Co-convener travel from Liverpool (app. £6.50 return x 9)
Snacks (crisps, nuts etc.): £22.50 (£2.50/session)
Soft drinks (water, fruit juice): £31.50 (£3.50/session)
Wine: £162 (based on approx. one glass per attendee, 3 bottles per seminar = 27 bottles, @ £6 each) = 
Total: £374.50

------------------------------

· Example of budget for a one day workshop 

	Expenses
	Units
	Unit price
	Subtotal
	Estimated

	Trainer
	 1
	 
	 
	     £ 425,00

	Promotional materials 
	 
	 
	 
	      £ 27,00 

	
	A3 poster printing
	30
	          £ 0,60 
	          £ 18,00 
	

	
	A4 printing posters
	30
	          £  0,30
	            £ 9,00
	

	Catering
	 
	 
	 
	     £117,50 

	
	Tea and coffee
	50
	            £1,75 
	          £ 87,50
	

	
	Cookies
	50
	            £0,60 
	          £ 30,00 
	

	Postcards feedback
	 
	 
	 
	       £43,00  

	
	Cardstock postcards 
	50
	            £0,20 
	          £10,00 
	

	
	Markers
	
	
	          £33,00  
	

	Poster with results
	 
	 
	 
	       £30,00

	
	A1 Poster printing
	2
	          £15,00 
	          £30,00 
	

	
	
	
	
	
	

	*£200 will beprovided by DILP
	
	
	
	
	   £ 642,50 


-----------------------------------

· Example of a larger 2 day event with multiple funding contributions 

EXPENDITURE:

·         Travel costs £880

o  Travel costs for participants from outside the UK: Flight Stuttgart-Manchester £280 (£70x4)

o    Travel costs from the airport £60

o   Travel costs for participants from the UK/ Europe, Plane/Train/Bus fare up to £540 (£90 x 6)

·         Accommodation costs £2430

o    Accommodation x3 nights x9 people £2430 (£90x9x3)

·         Food £1404

o 4x Refreshment for approx. 12 people £240 (4x £60/approx. £5 per head)

o    2x Lunch for approx. 12 people (TasteManchester) £240 (£120/ £10 per head)

o    3x Dinner for 12 people £900 (3x £300 = 12 x £25) 

o    Water £24 (2x £12/£1 per head)

 

Total for a two-day workshop: £4714

INCOME:

Anticipated sources of financial support: 

AHRC Cohort Development Fund (£750; travel costs, decision pending)

Arts Methods Manchester (£500, travel/accommodation costs decision pending) 

ESRC Interdisciplinary Fund (£2060; accommodation costs, decision pending)
Japan Foundation (£1404; catering costs, decision pending)
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