ACADEMIC CONFERENCE PLANNING GUIDE
This guide outlines the important phases of conference planning to help make your Conference a success. 
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Introduction
Multiple components go into planning and executing a successful event, from selecting the event space and set-up arrangement, to menu selection, and coordinating logistics. 

This guide has been developed to assist you with all stages of conference planning.  Part One provides you with a detailed timeline, from initial planning stages through conference completion.  Part Two provides you with the all the resources available to you for planning your event.
The Office of University Special Events and the other Pace Offices are committed to putting thoughtful consideration and planning into every detail, every opportunity, and ultimately every event.

Part One: CONFERENCE PLANNING OVERVIEW

Phase One: The Big Questions 
When: Eight to Twelve Months in Advance 
Seek approval/collaboration from Dean and Provost regarding size and significance of Academic Conference. 
•Establish conference theme and objectives. How does this conference advance the university’s reputation?
•Determine expected audience.
•Establish a conference planning committee comprised of faculty, staff alumni and students, if appropriate, from all areas of the university and work with the Special Events staff to handle key aspects of the conference. A few typical activities that need dedicated coordination include fundraising, marketing, developing the conference program, financial accounting, venue selection and management, and volunteer recruitment. 
•Set conference date (determine rain date – if applicable) / Reserve conference space.
•Conduct initial site walkthrough with conference speakers/representatives.
•Develop mailing list of participants.
•Establish conference budget and registration fee (or if it will be free to the public). 

•Set committee planning meeting schedule up to day of the event.

•Determine if you will seek sponsorship funding (coordinate through Office of Philanthropy).
•Send out a call for papers (as this will provide the content for your conference) with submission deadline.

•Establish conference format and scheduled dates. 
•Determine if President’s participation is needed.  If so, secure the date(s) with his office.
Phase Two: Pulling the Details Together 
When: Four to Six Months in Advance 
•Create an internal timeline.
•Marketing and publicity objectives should be considered and Marketing and Communications and Public Information contacted for support.
•Develop conference web site.
•Meet with the planning committee on a monthly basis.
•Revise budget.
•Determine the length and the agenda of the conference. 

•Confirm speakers, panelists, moderators.
•Inform guests of date, place and objectives of the conference. 
•Inform security of dates for the conference, panelist information, attendees, and rooms to be used.
•Finalize facility and entertainment arrangements. 

•Determine food and beverage requirements. 

•Determine AV (audio visual) requirements and equipment needs for speakers and special events. 

•Finalize specific meeting rooms and layouts required. 

•Finalize all decisions in contractual form. 

•Make necessary hotel reservations for guests and VIPs.
•Contract with appropriate transportation services. 

•Determine your promotional items/giveaway requirements. Order and confirm delivery date if applicable. 

•Arrange for any on-site communication needs such as internet provider, telephone accessibility, office services, pagers and cell phone accommodations, press area etc. 

•Determine on-site staffing requirements (whether voluntary or paid), such as registration staff, runners, exhibit coordinators, and assigned hosts for VIPs. 

•Make all arrangements for shipping materials and confirm. 

Phase Three: Communication 
When: Three Months in Advance 
•Continue monthly planning committee meetings.
•Send invitations to conference speakers and audience.
•Arrange for a press release (if applicable).
•Determine what materials need to be reproduced. 
•Determine what materials need to be included in registration packet. 
•Determine speaker(s) gifts.

•Arrange for a photographer.
•Arrange airport and/or ground transportation arrival arrangements (i.e. greeters). 

•Determine meeting room setups and notify the Office of University Special Events of additional requirements. 

•Order necessary signs, conference banners, and room signage. 

•Update the conference web site.
•If you plan to publish the proceedings of the conference, arrange for scribes, translation and a publisher. 

•Begin to supervise the registration process.
Phase Four: Confirming Supplies & Guest Arrangements 
When: Four to Six Weeks in Advance 

•Planning Committee now meets bi-weekly.
•Finalize catering.
•Continue to supervise registration process.
•Reconfirm audio visual and equipment needs with venue/supplier. 

•Reconfirm with all external vendors. 

•Copy all materials that will need to be distributed. 

•Send guests information regarding meeting attire, agenda, accommodations and travel arrangements. Include participation requirements, pertinent telephone numbers and contact information. 

Phase Five: Confirming On​ Site Details 
When: Two Weeks in Advance 
•Planning Committee Meeting.
•Prepare registration packet, name tags and conference survey. 

•Ship all required materials (in numbered boxes) to meeting site. Request shipment receipt notification.
•Confirm photographer and review shot list.
•Confirm number of guests with hotel and caterer as well dietary requirements (i.e. food allergies).

Phase Six: Final Considerations 
When: One Week in Advance 

•Planning Committee meeting.
•Distribute contact list for all staff working the event.
•Check weather report for possible delays and determine a back-up plan for weather- altering scenarios. 

•Coordinate special guestroom deliveries such as VIP gifts or employee incentive gifts. 

•Meet with necessary security and parking officials to confirm meeting logistics. 

•Double check rooms for VIPs and those with special needs. 

•Check inventory of materials and supplies pre-shipped. Compile registration packets that will be distributed. Set up a separate registration area if necessary. 

•Conduct a meeting with personnel about on-site administration and guest responsibilities where appropriate. 
•Conduct final site walkthrough with speakers/representatives.

Phase Seven: Day of the Conference
•All assigned staff arrives at least 2 hours early.
•Set up registration table(s) and post directional signage.
•Check media, catering and room set ups.
•Make sure greeters, ushers and escorts are in place.
•Be available onsite (with cell phones or headsets) to troubleshoot throughout the day.
Phase Eight: Post Conference Follow​ Up 
When: One to Four Weeks After Conference 
•Send thank you notes to facility and to personnel and/or volunteers who went above and beyond to ensure success of meeting. 

•Send thank you notes to VIP's for their attendance where appropriate. 

•Prepare final report to include conference survey results, meeting notes, etc. and include suggestions and recommendations for future meetings. 

•Review all invoices for accuracy and arrange payment. 
Part 2: Conference Services at Pace University

Throughout the event planning process it is important to consider the internal and external resources available.  You will need to inform and perhaps include internal departments to assist with the successful planning and execution of your event.  Below you will find sources of information available to you for planning your event.
Public Information
Please contact Public Information for external media relations planning if appropriate, and please do so at least 8 weeks in advance.

Room selection/reservation 
Contact Special Events to request space for your event.  New York 212-346-1360 or  Westchester 914-923-2780.
Once space is confirmed, fill out a Space Reservation form.  Submit the form to the events manager on the campus where the event is taking place.  Submit the forms via email to specialeventsny@pace.edu for New York or specialeventswest@pace.edu for Westchester.  
An index code must be included on the space reservation form for any facilities, Ed Media, Security costs.  

Although specific facilities may have been requested, the University reserves the right to make changes to facility assignments as necessary. 

If set-up of space is not “as is” labor charges will be invoiced to the client for special room set-ups requested. Rates for facilities charges will be estimated when room set up requests are received. 

Accommodations
Pace University’s Special Events staff can assist with hotel reservations in New York 212-346-1360 or in Westchester 914-923-2780.
For conferences taking place during the summer months, Special Events can work with our housing department to assist you with reserving rooms and room rates. 
Food Services 
Food service for any event will be provided for the guaranteed numbers only or estimated numbers if no guaranteed numbers were received. Pace University has an exclusive contract with Lackmann Food Services.  Special Events can assist with menu selection and pricing from Lackmann Food Services. 
All events that require food must complete a Purchase Order via the E-procurement system for Lackmann and the PO number must be indicated on the Special Events Space Reservation Form.
Requests for changes to food orders must be made at least 10 days before the start of the event. Extra charges may be incurred.

Conference Charges: 
An itemized estimate will be provided for review (includes costs for catering, AV equipment rental, furniture rental, security costs, etc.) at the beginning of the planning process.  Final invoice will be sent out following the completion of the conference.
Charge backs will go to these departments from the Budget number/index code given to the Office of Special Events at the beginning of the planning process. 

Pre​registration of Guests 
It is the responsibility of the Client to conduct their own conference registration (in advance), collect all fees, issue receipts and provide guest lists to the University. 

On​ Site Guest Registrations 
A specific area can be set up for the Client to conduct their own registration. Pace can provide tables and chairs for registration (for a fee). Outdoor signage can be provided by the University (for a fee) to direct your guests to the registration area or other areas which need to be identified.  From here, Conference Staff will provide directions to the Client’s specific registration area, holding rooms and to appropriate parking facilities. 

Guarantee of Guest Numbers 
A guarantee of total guest numbers must be received by the Special Events Office no later than 14 days before the start date of the event/conference.  

A guarantee of total housing guest numbers (if applicable) must be received by the Special Events Office no later than 30 days before the start date of the event/conference.
Penalty charges will be applied for any changes made after the guarantee is received by the Special Events Office.

Guarantee of Guests’ Names 
Seven days prior to the start of the event, the Special Events Office must receive, in writing, a listing of every guest’s name.
Guarantees cannot be decreased without penalty charges after this date. 

Supervision of Guests 
The Client shall provide adequate and appropriate supervision in accordance with all Pace University policies, procedures and residence rules of all persons associated with this program or conference during their stay at Pace University. For all guests under the age of 18, “adequate supervision” is deemed to be a ratio of no less than one adult per 10 youth in attendance at all times. The Client agrees to reimburse Pace University for damage to University property, equipment or furnishings, whether accidental or intentional, which has been caused by any person attending the conference/event. 

Educational Media (AV Equipment)
Audio Visual equipment (and operators, if required) is available for rent through the Educational Media Office. You may provide your own equipment with proper notification/approval from the Educational Media Office. For larger groups and those requiring a large amount of equipment, advance notice (minimum of three months) must be given to the Educational Media Office as to the scope of your audio visual needs. 

Final requests for equipment must be given no less than three weeks before the event. Cancellation, without charge, from the list of booked items can be submitted up to 72 hours prior to the event, but additions at the last minute cannot be guaranteed – especially when they occur Friday to Sunday. 
Marketing & Communications
Printing - Printing services are available through our Office of Marketing and Communications.  A cost estimate will be provided once an outline of all printing needs is submitted.  Printing requests must be received no less than 2 months prior to the event.

Advertising - The Office of University Relations reserves the right to review/approve all conference publications and other material before printing. Please forward all materials to the Office of Special Events. 

Signs - Pace University’s Marketing and Communications Department can provide signs (for a fee) at sight points on campus to direct your guests to their registration area and to the meeting rooms/lounges/dining hall, etc. to be used. A quote for printing will be provided once the client submits all specs for signage. The Client may also post temporary signs/notices/banners only upon approval of the Special Events Office. The Client must remove their signage at the conclusion of the conference; otherwise, labor charges may be incurred for removal of same. Signs are not to be permanently affixed or adhered with staples or tacks or taped on painted surfaces. Signs are not to go onto Pace University signs on campus.  All signage developed through our Marketing and Communications Department will receive a code indicating approval for posting.  All signage produced through an outside vendor must be approved by the Office of University Relations.
Speakers Gifts 
The Office of Special Events can provide recommendations on appropriate speaker gifts and can provide a list of preferred vendors for gift purchases.

Security 
Pace University employs its own on-campus security staffs who are responsible for patrolling the external physical plant. Conference organizers are responsible for supervision of their own groups. Conference attendees must wear/present the proper ID upon request. 

Parking 
In Westchester - parking will be allowed in assigned lots only. All vehicles must have a parking permit/pass displayed in the car window. Vehicles without parking permits/passes or not parked in assigned lots will be ticketed at the driver’s expense. 
In New York City - due to space limitations on the New York City campus, parking is not offered on the New York campus.  There are several lots surrounding our downtown campus:
· There is a lot located on Pearl St. (between Peck Slip and Beekman Street).  This is an outdoor lot that is located within close proximity of Pace University.  
· Another alternative is a small indoor lot located on Gold St. (between Spruce Street and Beekman Street).  
· Another alternative is an indoor lot located on Beekman Street (between William St. and Park Row).
Insurance 
Pace University requires that all non-university related organizations obtain separate liability insurance for their stay on campus. 

This insurance must cover all participants to their program and the minimum amount must be $5,000,000 with Pace University named as the co-insured. 

Smoking Policy 
Pace University is a “smoke-free” workplace. Smoking is not permitted inside any building on campus including residence rooms. 

Goods & Materials Shipped In Advance 
With prior notice given, Special Events can assist with materials shipped in advance for a conference. The Client must inform our office of the nature of the goods, quantity, shipper and expected delivery date. The Client is responsible for any delivery and/or custom fees incurred. All items should be shipped prepaid only and clearly marked with conference information.
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