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Introduction. 

This document sits within a series of event planning tools that have been developed to support staff within the Research Communications and Marketing Network. All materials are available to download from HumNet using staff login details. The Conference Manual is designed to assist when thinking through the logistics of an event, and to refer back to when planning future events.  
There are four key areas to consider before you plan an event:

· What is the reason for holding the event - what do you hope to achieve?

· What is your target audience? Who do you want to attend? 

· What are your key messages? What do you want people to understand when they leave the event?

· What would success look like? You’ll need to know what you’ll be measuring before you begin. 

Reputation for excellence.
The regular use of metrics (eg tracking the attendance of key opinion leaders and decision makers) helps to identify and strengthen our key external relationships, including international and internal research leaders, and to manage these relationships strategically for the long-term benefit of the research agenda.** 

Anyone involved in planning events and engagement activities within the Faculty of Humanities should be prepared to evaluate the success of the event in order to improve practice, demonstrate impact and to provide a record of achievement.* 

*Beginner’s guide to evaluation public engagement, UoM
**University of Manchester Research Strategy (Nov 2015) and Enabling Strategy 4, Manchester 2020.
1. Venue and room bookings 
Venue Name:




_______________________________________



Location:



_______________________________________

Key Contact at Venue:

_______________________________________

Map and Directions
           Y/N

Main Room

Has this been booked?
Y/N

Name of Room:


_______________________________________

Capacity Required (
   


Max Room Capacity     (
Lighting

Is the lighting sufficient in the room?
Y/N
Microphones/Roving Mike/Tie Mikes

Do they supply these?     Y/N


Is there a charge?
  
Y/N







 #s

  Cost
       Booked

Mic for speakers (lectern)
            (
£ _________________
(
Mic for speakers (table)

(
£ _________________
(
Roving Mic (audience)

(
£ _________________
(

Tie Mics for speakers

(
£ _________________
( 
Total Cost



£ ____________________________

Breakout Rooms

Breakout rooms required 
(


Capacity of Each 
                 (
Breakout rooms booked
Y/N

Names of rooms booked


________________________________________________________________
Flipcharts

Do they supply these?

(

Charge per chart   £_____________

Number required


(

Number booked
                   (
Total Cost


£_____________________________________________
Computer Facilities

Do they have facilities for presentations, audio – data projector, laptop? Y/N

Location  
______________________________________________________________

Number required


(
Is a technician required?

Y/N

Charge
£__________________

Total Cost


£_____________________________________________
Additional AV support – extra screens, pointers, speakers etc?
Do they supply these?

(

Charge per Projector      £________

Number required


(

Number booked

     (
Total Cost


£____________________________________________

Phones (in-room), IT support
Do we have contact details for venue manager?

                          Y/N

Location(s)
_____________________











 _____________________

Lifts (people and goods)
Are they easily accessible?
Y/N


Location(s)
_____________________











 _____________________

Equality/Diversity
Is there adequate access for visitors to use the full range of facilities?   Y/N

Eg. Ramps, unisex toilets, cater for different religious and dietary requirements? 
Location(s)
_____________________











 _____________________

Toilets

Are there sufficient (additional) toilet facilities

    

     Y/N

Location(s)
_____________________











 _____________________

​​​​​
Power points in room
Location(s)
_____________________











 _____________________

WiFi access? 







       Y/N
Login details_________________________________________________________

Noise Levels

Is there likely to be any extraneous noise?

  


         Y/N

If the main room is partitioned (for breakout groups), what is the noise level like?

ACCEPTABLE ___________________________________________ NOT ACCEPTABLE

Will students/public have access to the building?


                    Y/N
Could the event disturb others? 
     





        Y/N

Cloakroom Facilities

Do they provide a cloakroom?






         Y/N

Is it supervised?
       






                     Y/N

Car Parking Facilities?

Maximum number of spaces available
(
Charge  £__________________

Number of speaker spaces required?
(
Number booked
         (
Charge for speaker spaces


£ ________________________________

Total Cost




£ ________________________________

Locations of car parks
________________________________________________________________

Venue Location

Is the venue easily accessible via:

Car






   Y/N

Train






   Y/N

Plane






   Y/N

SatNav/ postcode
____________________________

Google map and PDF with directions to the room sent to delegates?
        Y/N
2.
Administration 

Confirm text before using online event management tools such as Eventbrite and Columba to ensure that event titles, speaker names and timing details are consistent across all channels. 

Agenda

Draft Agenda

   
            (
           Final Agenda
                                 (
*Speakers

Speakers all booked

            (

Copy of Biographical
         (
Backup Speakers list

            (

Copy of Session Brief
         (
Copy of PowerPoint File

(

Expense form sent

         (
Conference Brief

A full conference brief should be attached to manual. Sample on HumNet 
         (
Using Eventbrite/Registration Forms
Attendees details 

Name



   (

Role 

                                (
Email address 
    
   (

Organisation   
                    (
University logo http://www.brand.manchester.ac.uk/visual-identity/logo/                  (
Have all special requirements been catered for?

                 
        (
Have all delegates been assigned to breakout groups?


                    (
Invitations
Delegate List drafted/approved    
(
         Invitation text signed off
        (
Backup delegate list drafted   
(
         Invitations sent     

        (
Realistic deadline for registration forms to be returned or completed
Date of Deadline

__________________________


Reminders
Reminders to non-respondents 6 weeks prior to event (1 week deadline)

Date Sent
____________________
    
Back up list invited 
(

Date of Deadline ___________________


Confirmation emails 
	Send out confirmation including which breakout group they will be attending within 24-48 hours of registration.
	 (



Confirmation to speakers and facilitators
	Send out separate letters/emails to speakers and facilitators confirming their agreement to speak including key points to cover. Ask for slide decks, biographies (give a word count), and photos for the delegate pack. 

Mobile/contact telephone numbers for last minute updates and emergencies on the day of the event. 
Ask for their Twitter handle for promotion (if relevant).                              
Make a note of their special requirements eg. Flipcharts, pens, pointers, WiFi, audio for video clips etc.
	(


Deadline to send speaker confirmation             ________________________
Deadline to receive speaker contributions        ________________________

	
	


3.
Financial issues

Confirm the budget for the event. All expenditure should carry the conference title and the finance code.

Venue
	· When booking the venue has a Purchase order (PO) been raised and sent to the company?
	(


Catering

	· If separate from the venue booking, has PO been raised? 
	(


Speaker fees and expenses 
	· Conference speakers should be told how they will be reimbursed and a reminder that expenses can only be claimed on the production of original receipts.

	(


	· Speaker fees and expenses should be budgeted and approved in advance of the event. 
	(


4. 
Programme and timings 
Create a printed schedule for the event manager when completed. Include breaks and time to move between rooms and sessions. 
Consider how you will brief the Chair, allow time to ‘mic up’ and sound check, and alert speakers and the Chair when the event is underway (eg signal that there are 10, 5 and 1 minutes left).
Speakers



(

Chair         

                    (
Start Time



(

End Time


        (
Have start/end times been checked?


Y/N

Everyone briefed on when they start and finish?            Y/N

Breakout Groups - Has the following information been considered:

 Group ID



(

Group Title


         (
Facilitator



(

Max Attendees

         (
Breakout group attendees – give final list to each of the facilitators, event manager and registration desk. Attach a copy of final lists to this manual for follow up.
5. 
Staffing 
Event manager


(

Chair



        (
Registration
desk


(

Key note speaker

        (
Greeters



(

Speaker(s)
 
                    (
Film/videographer


(

Photographer

        (
Social media/digital

            (

AV technician
                    (
Chair


Who is chairing the event? Introducing the chair? 
Names:______________________________________________________________

Registration - recommend at least two
                       


      
Names:  ___________________________________________________________________

___________________________________________________________________

Roving Microphone









Someone to operate the roving mike(s) Name(s)_____________________________________________________________

On Hand Administration




  

       (
One person should be available to oversee the admin for the day.

Name:
______________________________________________________________

Display Stand








        

Names of who would be at the stand to answer questions (usually academic staff).
AM______________________________________________________________


 PM______________________________________________________________

Do you need to ask for additional resource or volunteers?

       Y/N

6. 
Delegate Packs  
Speaker biographies

   (

Final agenda


         (
Facilitator


   (

Breakout sessions  
                     (
Publications – executive summaries and/or materials linked to the event
         (

Calls to action - opportunities to join mailing lists, sign up for newsletters, Follow/Like/share, order or download publications and to attend future events.
Badges - attendee name and organisation




         (
Promotional Giveaways




         
                                  (
7.
Catering 
Only Taste Manchester or Chancellors Collection are permitted to deliver to Centrally Timetabled Rooms (where catering is allowed), Whitworth Hall, Whitworth Corridor, the Council Chamber, and all bookable foyers. Check link below for more information:
· http://www.estates.manchester.ac.uk/services/centralteachingspaces/cateringincentralrooms/ 

Menu  
The Faculty of Humanities supports staff and students to have a positive impact on the environment and enabling them to make a difference in the areas in which they operate, influence and control. We are working to make environmental sustainability ‘business as usual’ within the Faculty of Humanities. 
	· When ordering catering, you may wish to consider increasing the number of vegetarian and vegan orders. By increasing your vegetarian options to 50% you will also help cut down on the carbon emissions related to eating meat.


	(


	· Check how they label and monitor special meals (gluten free, vegan, vegetarian etc) on the day.


	(


Numbers

	· Check the number of attendees 48 hours ahead of the event against the amount of food ordered. You can help cut down on waste by confirming attendance and reducing food orders beforehand.  

	(


Communication and Confirmation 

	· Write an email to the venue and catering managers confirming times   of delivery, expected number or attendees, final menus and prices. 
Include a copy of the final programme and the purpose of the event. 
Date sent ______________________________


	(

	· Copy of the agenda with timings to the venue key contact?
	(


Refreshments
	· Order tea, coffee and biscuits for registration and specify 

      when and where it is to be delivered.


	(


8.
Marketing and Promotion
It is relatively inexpensive to design flyers and leaflets for noticeboards and display stands (eg for the Manchester Museum, Whitworth Art Gallery). Please refer to the University brand website for downloadable logos, house style and presentation templates: http://www.brand.manchester.ac.uk/written-word/house-style/  

List your event on the Columba events system www.manchester.ac.uk/events.  (
More information is available on the HumNet events page. http://www.humanities.manchester.ac.uk/humnet/our-services/communications-and-marketing/internal-communications/how-to-submit-events/                         
Tell: http://conferences.visitmanchester.com/conferences/list                               (
Ask individuals & networks to list the event in newsletters and online                   (
Develop digital and print versions of flyers, gifs, and posters.


         (      
Distribute leaflets, flyers, posters, flyers on noticeboards.               (
Email details of your event to humsnews@manchester.ac.uk                                   (
Branded holding slide for venue?






         (
Branded Power Point template to UoM speakers?


                     (
Display stands to be developed?                     Y/N
Tablecloths?




      Y/N
Who will transport and assemble them?   ______________________________________

______________________________________
Social Media 

If you are already using social media, consider creating content that can be used across digital channels before, during and after the event.  
Create unique 6-8 characters hashtag and use on invitation, name badges etc.  (
Develop a short one minute video that explains what the event is about.            (
Think about Live Tweeting at the event and setting up posts in advance.             (
Consider having a Twitter Wall at the event to pull together comments.              (
If you would like to develop a social media plan to help promote your event, please contact the Faculty Research Communications and Marketing Manager or the University Social Media Coordinator for advice.       
Media coverage
If a new piece of research is being announced at the event please alert the 

Faculty News and Media Team as this could be of interest to the media. 

· http://www.humanities.manchester.ac.uk/humnet/our-services/communications-and-marketing/media-relations/ 

The Faculty News and Media Relations Officer should be able to work with you to develop a press release, if there is likely to be media interest in the event (eg. due to the high profile of one of your guest speakers, new research, current hot topic). They will liaise with the media on your behalf. If you have media contacts please let them know.
Who?
Please specify

Specialist press

_________________________________________





_________________________________________

Is a photographer required?
  
    Y/N
Name

       
          _________________________________________

Cost



_________________________________________

Press release written (the News and Media Relations team would agree this with Director or PI and send under embargo prior to event)





Literature
Will there be publications available?



                                (
Book order forms, marketing leaflets, event flyers, executive summaries, reports, research beacons materials? (see list of materials below)

_____________________________________________________________


_____________________________________________________________

9.
Marketing Materials
Marketing materials available on the Faculty of Humanities website (PDFs): http://www.humanities.manchester.ac.uk/research/centres-institutes/ Contact the Research Communications and Marketing Manager for printed copies of the following leaflets by emailing: Lynda.mcintosh@manchester.ac.uk.

· Institute leaflets (A4, double-sided)

· cities@manchester 

· Cathie Marsh Institute for Social Research
· Global Development Institute  

· Humanitarian and Conflict Response Institute
· John Rylands Research Institute
· Manchester Institute for Collaborative Research on Ageing
· Manchester Institute of Innovation Research
· Sustainable Consumption Institute
· Research projects and networks

· Multilingual Manchester

· Devo Manc Hub

· Centre on Dynamics of Ethnicity

· Humanities Facts and Figures 2016/17 in English and Mandarin - Copies are available from Karen O’Rourke, Faculty Communications and Engagement Officer via email at: karen.orourke@manchester.ac.uk. 

· What’s Our Story – video:  We are Humanities – for use on screens, laptops etc. 
· Research Beacons materials

· Research Beacons A5 brochure 
· Research Beacons Facts and Figures 

· Research Beacons research card packs (Global Challenges, Manchester solutions) 
Contact Adam Pollard, Research Beacons Coordinator for printed copies by emailing: adam.pollard@manchester.ac.uk or Addressing Global Inequalities Campaign Manager at: caroline.boyd@manchester.ac.uk. 
· Social Responsibility Guide - Printed copies are available through the Office for Social Responsibility via email at: socialresponsibility@manchester.ac.uk 

10.
Evaluation
Evaluation should be a mix of quantitative and qualitative measures. It could include a headcount on the day of the event, noting attendee type - academic, policy, business, public etc. Consider tracking other measures such as media mentions, social media engagement, newsletter sign up, publication requests, and website visits. 
Have a few staff members ask each delegate the same couple of questions as they network over the lunchbreak/at the end. Staff should write down the replies as soon as they are able and discuss them at the debrief session.
Knowledge and understanding (impact, values)
· What have you learned as a result of attending this session?
· Has your understanding and level of knowledge improved as a result of attending?
· Have your perceptions/attitudes changed as a result of attending this session?

Promotion and marketing
· Where did you find out about the event?
· Are you a student or staff member at UOM? (a suitable visitor profile question)
· Why did you choose to come along today?
· Would you like to join our mailing list?

Logistics and resources
· Did you find the venue suitable for the event? 
· Did the format of the event allow you to ask sufficient questions/network?
· Is there anything that we should do differently at future events?

Actions and behaviours
· Would you attend future events?
· Have you made any new contacts as a result of this event?

Team members could talk to delegates during breaks and lunch, asking one question each and noting the answers (for example):
· Did the format of the event allow you to ask sufficient questions?
· Have you made any new contacts today? 
· Would you come to a similar event in future?
11.
After the event
Reputation: Thank everyone that spoke, attended and helped to support the event.
	Thank you letters to Speakers/Facilitators

Send out thank you letters within 1 week (maximum) of the event 
	(


Follow up activities: Add attendees to events databases and mailing lists; connect with attendees through follows, likes, links; upload business card details; and respond to all requests for more information.
Hold a post-event debriefing with the staff/volunteers about the event:  Fill in the manual, file all useful information in a shared area, and keep evaluation notes for future events and reference. 
It may be possible in future, to track some of this information on Pure. Until then, you may wish to keep track as a team, and share headline measures with the Research Communications and Marketing Manager and Knowledge Exchange and Impact Officers. 
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Manual














Conference Title:





__________________________________________











Date of Conference:





_____________________
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