Conference Proposal Worksheet


This worksheet enables conference planners to consider a variety of logistical and financial implications that are inevitable in hosting a conference. This information will be reviewed by Marketing & Communications department, Auxiliary Services, Provost’s Office and the President’s Office in light of EMU mission and goals, overall calendar and capacity.  


Individuals and departments/divisions are invited to submit conference proposals to the Provost’s Office by July 1 of any given year and at least one year prior to the proposed conference. The size and scope of proposed conferences will determine how many conferences the EMU community can support in any given year.  The Provost’s Office reserves the right to deny a conference proposal or to determine that a particular conference be postponed to ensure that the university calendar and support services are not overly burdened.

A.  Contact Information


Conference Contact:


Name: ___________________

Dept.: ____________________


EMU Sponsoring Office/Department:


Name(s): _________________



B.  Conference Proposal

Title: ____________________________________________________

Abstract: Include the following information: 1) fit with EMU mission and strategic priorities; 2) audience description; 3) anticipated and maximum attendance. 
C.  Proposal Attributes

Dates of conference:   ______________________________
EMU will be expected to provide:




Yes

No


Facility space:





___

___



Food Service





___

___



Lodging





___

___

Personnel for logistical support:



Yes

No


Tech support
($15 per hour)



___

___



Auxiliary services for registration support

___

___



Custodial services




___

___



**Marketing/communication needs:



Yes

No

Concept articulation




___

___

Graphic design




___

___

Promotion (news release, poster, flier, social media) ___

___

Web presence





___

___

Photography (prior and during event)


___

___

Post-conference publicity 



___

___
**EMU's marketing department wants to be a resource to help you plan an effective marketing strategy of the highest standards. The department's support and advice is assumed, not optional. EMU designers and editors must collaborate on your conference materials to assure editorial style and brand consistency. 


Proposal includes:





Yes

No



Funding request to corporation or foundation
___

___


Selling organization sponsorships


___

___


Registration fee 




___

___
D.  Benefits to EMU






Yes

No


University name recognition



___

___


Student involvement




___

___


Interdisciplinary collaboration


___

___


Outreach activities




___

___


Expected revenue




___

___
E.  Budget Summary


(Attach detailed budget spreadsheet)
G.  Conflict of Interest Statement


Conference contact (does ___ does not ___ ) have significant personal financial or professional interest in relationship with proposed conference or conference speakers. 
H.  Comments


Add any comments for administrators who review proposal:
I.  Check List

Date sent to provost office:   ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​______________________






Signature


Date


Conference & Events:

______________________
_________

Marketing:


______________________
_________
President’s Office

______________________
_________

Provost Office:

______________________
_________





______________________
_________
