ICS Events Procedure
As part of your event preparation, it is important that you consider the following:
Event Proposal
· ICS Event Coordinator Christy Nguy (c.nguy@uws.edu.au) is your principal point of contact for event organisation. For event funding applications, she can assist with filling out the ICS Research Activity/Event Proposal Form and the Event Budget Form, in advance of the application’s submission to the Research Management Committee (RMC). Christy will also consult the ICS Events Calendar and advise on the availability of your proposed date before the application goes to the RMC.


· After you have received approval from Ien Ang and the Research Management Committee via the Senior Research Officer, Kristy Davidson (k.davidson@uws.edu.au)  or the Research Officer, Michelle Kelly (mi.kelly@uws.edu.au) , please email the approved version of your ICS Research Activity/Event Proposal Form and Event Budget Form, together with any other supporting documents, to Christy. Christy will confirm the event on the ICS Event Calendar and will start assisting you to organise the event.  


Event Costs and Budgets

· Paying events are usually charged at a rate calculated to help the costs break even. As well as the more obvious costs such as airfares and accommodation of invited keynotes, there are smaller, less visible costs – including the printing of programs, UWS room hire, parking, and complimentary registrations (among others) which should be factored in.

· Speak to the ICS Event Coordinator Christy Nguy for help and advice with doing an event budget and deciding on event registration costs.  The budget template may be found at: 
http://www.uws.edu.au/__data/assets/excel_doc/0008/457712/Basic_event_budget_form_short.xlsx
NOTE: Event timing and budget costs need to be approved and signed off by Ien Ang (Institute Director), or Brett Neilson (Research Director), and Terry Fairclough (Institute Manager). 
Airfares and Accommodation 
· Airfares and accommodation for keynotes and invited speakers should be organised well ahead of time. The longer lead time, the better the deals that can be organised. Plus, locking in airfares and accommodation are the best way to commit keynotes/speakers to the event. 

· See Christy for help and advice with visitor flight bookings and accommodation bookings. 
Taxis 
· Visitors or speakers, who require a Cabcharge eTicket, should receive these eTickets in the post ahead of time. 

· It is important to note that eTickets are like cash and should be stored correctly. All unused eTickets must be returned to the University as these are accountable documents. 

· Don’t forget to include Cabcharge costings on your event budget worksheet (for an estimate on taxi fares in Australia, go to http://www.taxifare.com.au/)
· See Christy for Cabcharge eTickets. 
Venues (on-campus)
Room Bookings at Parramatta campus need to be locked in as early as possible, as there are not many seminar rooms on campus, and these are in high demand. 

· Please have an estimate of the maximum number of people the event will be open to.
· Have a clear idea of the sorts of Audio-Visual (AV) facilities you want the room to have (projectors, powerpoints, DVD player, sound, internet etc). 
· For special venue spaces such as the Female Orphan School, please note that the room does not provide any chairs, tables and has no AV facilities in place. Furnishings and AV equipment (i.e. projector screen) will need to be booked and will incur a cost. 
· Please note that teaching rooms are given priority during semester/teaching time. This means that room bookings for workshops and symposia during semester time (especially in the first 3 weeks of semester) do not get confirmed until 24 hours before the event. This is far from ideal, and it also means that non-teaching rooms get booked out early. The more notice we have, the better the room we can secure. 
· Remember also that parking at Parramatta is a big issue during teaching/semester time. So please factor in parking when thinking about the size of the event, and the number of people to be hosted.
· Please note that if you intend to charge for your event, there is a room hire charge that gets applied to room bookings. This should be factored into your budget. 
· Talk to Christy for help and advice with room bookings.

Venues (off-campus)
· Venue hire charges will need to be factored into your budget. 

· Double-check whether venues will offer on-site catering. 

· Double-check the costs of hiring AV equipment and internet, as these will usually each incur an extra charge. 
· Take parking/public transport facilities into consideration when choosing your site.

· If sound and lighting management and support are required, these can usually be provided on-site, and incur separate costs. These should be factored into your budget. Testing of sound and lighting should be done ahead of time to facilitate troubleshooting.

· Talk to Christy for help and advice with booking external venues.

Event PR 
ICS has various external and internal communication channels which it can use to publicise events. Contact the ICS Communications Officer, Helen Barcham (h.barcham@uws.edu.au) to discuss your options. 

Flyers and websites

· Talk to Christy about designing flyers and banners for your event. 

Mailing lists

· ICS can forward flyers to a number of academic, association and community-based mailing lists. The ICS internal and external mailing list is managed by the ICS Communications Officer, Helen Barcham. 
Conference Online

· Registrations for larger paying events can be set up on Conference Online. The cost of Conference Online should be factored into your event budget (typically $9.90 per registrant).
· Abstract submissions can also be organised via Conference Online. 
· Hotel accommodation and special rates for delegates can also be organised via Conference Online. 

· Conference dinners can also be paid for via Conference Online. 
· Note that the venue and price needs to be locked before registrations commence.

Early Bird Rates

· We strongly recommend that you include early bird rates for all your paying events. Your early bird rate should be calculated as part of your budget. This will provide you with a clearer sense of attendee numbers earlier on in the process and will help you determine how much more advertising is required. 

· If your event is a non-paying one, then we recommend a registration cut-off date that is 2-3 weeks before the event. This forces people to commit to the event earlier on, and also offers you the leeway of extending the registration cut-off date, should you need it.
· Talk to Christy for help on setting up your event on Conference Online. 
· Talk to Helen about setting up your event on the ICS website.
Technical Requirements

PowerPoints
· Speaker PowerPoints should be sent to Christy at least 5 days beforehand to facilitate possible troubleshooting. (The PowerPoint doesn’t have to be the final product. But common issues which often need to be troubleshot ahead of time can include: Mac-PC conversions; the use of music/audio on external speakers; and making sure internet links, especially embedded media file links, work).
Video-Conferencing 
· Whether it is video-conferencing or Skype, a test run must be organised at least 5 days before the event. This is especially the case where different time-zones are at play. Please be aware that 2 or more test calls may be required.
· There are only 3 videoconferencing facilities available on Parramatta Campus so the room bookings are limited. 
· The email details of the speaker as well as of their tech support should be available to facilitate the troubleshooting of calls. Mobile phone numbers for emergency texts are also useful.
GoToMeeting 

· GoToMeeting is online conferencing software that can hold online meetings with people in any location, provided they have a good internet connection. 

· 25 participants (including six cameras) can be included in the meeting. 

· If you don’t have a speaker on your computer you can dial in using your telephone. 

· The software allows you to share your screen and type messages. The meeting can be recorded, and the messages saved as a document.

· Webcams are available for you to use if you are holding a meeting from your computer here at ICS.

Internet Access/WIFI
· A request will need to be submitted to IT to set up temporary logins for your visitors/guests to access WIFI. You should provide at least one week’s notice for this to be set up. 
· Please be mindful that rooms such as the Female Orphan School (West Wing) can only manage 8 -10 people accessing WIFI, at the one time. Larger numbers will see a lag in the internet connectivity.     
· Talk to Christy for assistance with any technical requirements (videoconferencing, WIFI, powerpoints etc)
· See the ICS Receptionist or one of the ICS admin staff to collect the webcam from the equipment cupboard. 
· NOTE: Decisions about technical requirements need to be approved and signed off by Ien Ang (Institute Director) or Brett Neilson (Research Director) and Terry Fairclough (Institute Manager).
Conference Programs
· It is recommended that a draft program be produced at least 2-3 weeks before the event (or preferably before the early bird rate closes). This can be placed on the website, and also, act as an additional way of advertising the event, generating extra interest and registrations.

· You need to allow time to get the final conference program professionally printed. Depending on the numbers required and the time of the year, UWS Print Services may require several days’ lead time.

· Talk to Christy for assistance with printing. 
Catering 
· Catering menu and numbers should be finalised at least 4 days before the event. 
· Please note that UWSconnect charge an additional fee to set up and deliver to meetings with less than 10 people. A surcharge also applies for any events held over the weekend. 

· Should you require catering for 10 people or less (and would like to avoid paying the additional delivery fee) you have the option of selecting food from UWS Connect’s ‘Catering to Go’ menu and collecting the food from the Riverside Cafe (Parramatta). Keep in mind that the ‘Catering to Go’ option does not include any plates, cups or utensils. These items will need to be supplied by ICS. 
· Talk to Christy for help and advice with catering.
Name Tags and Conference Packs

· These are both necessarily time-consuming tasks that need to be finalised prior to the start of the event. It is recommended that registrant names as well as the contents of conference packs be finalised a minimum of one week before the event. In this way, the final week leading up to the conference can be spent completing these tasks.
· Talk to Christy for help and advice with name tags and conference packs.
Directions and Maps 
· A reminder that you will need to provide delegates with directions and maps to the event site. This should ideally go on the website, or should be included as part of a mail-out to delegates covering ‘logistical information’. 
· More information on how visitors can get to Parramatta Campus can be found here: http://www.uws.edu.au/campuses_structure/cas/campuses/parramatta
