Operational Research Society of New Zealand

Processes associated with organising the Annual Conference

The Conference Organisers are involved with the following items:

· The Conference web site

· Promotion

· Registration

· Finance

· Bookings and social functions

· Conference packs

· Programme

· Proceedings

· Keynote speakers

· YPP (Young Practitioners Prize)

· Daellenbach Prize (Biennial)

· Post conference

1. The Conference web site

The organisers should set up a web site at the earliest possible opportunity. The web site will be the primary method of broadcasting Conference information.

In general, all public information about the Conference should be posted as early as possible on the Conference web site, even if only in draft form.  As information becomes available, it should be added to the Conference web site in a timely fashion.  This information should include:

· dates and location of the conference,

· fee schedule and payment instructions,

· registration form,

· guidelines for papers, 

· guidelines for speakers,

· instructions for the Young Practitioner’s prize,

· the programme, including a group photo of all conference participants
· travel instructions and maps of the venue,

· information on accommodation,

· contact email addresses,

· abstracts of the papers.

The web site should also include local tourist information, and other conferences that are scheduled nearby.

The organisers should create a Conference email address for abstract and paper submissions, and for queries about the conference.

The ORSNZ webmaster should be requested to ensure that the Society website has a prominent link to the Conference web site.

2. Promotion

The organisers should announce the conference via email listings and professional organisations (including through the web and print media of: INFORMS, IFORS, the Royal Society of New Zealand, and APORS) and include the Conference web site address.

Students, especially graduate students, should be strongly encouraged to attend.  Members should be asked to display Conference posters when attending other conferences.

Arrange reporters to cover the conference for the newsletter (Work with the Newsletter editor to arrange these people)
The ORSNZ conference should be listed, as soon as possible, on the INFORMS conference list website.
3. Registration

Registration happens using the online web site, which should provide information on:

· fees – for ORSNZ members, non-members, students, lateness,

· payment instructions and the refund policy,

· accommodation,

· conference banquet,

· deadlines for abstract and full paper.

ORSNZ membership should be available with or as part of the registration process.

4. Finance

A Conference Budget must be prepared.  The budget should be arranged so that the Conference breaks even.

The Conference Budget must be submitted to the President at least two months before the Conference start, for approval by the ORSNZ Council.

A record of expenses and revenues should be reported to the Treasurer of ORSNZ.

The organisers should seek sponsors. Past sponsors have included PA Consulting Group, Charles River Associates, Air NZ, Bank of NZ, Hoare Research Software, Orbit Systems, SPSS New Zealand, Optimal Decision Technologies, Hearn Scientific Software and Jade. Typically, the sponsor’s logo is displayed on the Conference web site and printed documents (registration form, programme, posters, etc.).

The organisers can offer a selection of specific items for financial sponsorship, including the Young Practitioner’s Prize, the Banquet, printing of the Proceedings, and the teas and lunches. A sponsor may supply give-away items, such as pens and notepads, T-shirts, carrying bags, software, etc.

A sponsor should write the cheque directly to ORSNZ, not to the hosting university. A sponsor may request an invoice from the ORSNZ Treasurer. The organisers should send a letter of thanks to the sponsor, on behalf of the ORSNZ.

Arrange with the Treasurer so that registration receipts can be issued prior to the conference or at the registration desk. They should include the GST number.

Fixed costs estimates:

· the Young Practitioner's Prize ($1,000),

· travel and lodging for the keynote speakers ($1,000), 

· the Banquet ($600 for booking and meals for students who give presentations, the keynote speakers & partners),

· rental for Conference rooms ($800),

· sundries, nametags, etc. ($500).

· pre-conference social booking fee ($50).

Typical variable costs will include:

· food for the pre-conference social ($12/person, with a ticket for one free drink),

· the Banquet ($70/person, which includes wine),

· breakfast, lunch, am & pm tea ($50/person),

· printing the Proceedings (typically about $24/copy = 35 articles * 10 pages * $0.08/page + $2 binding),

· new member fees reimbursed to ORSNZ ($70/new member, usually 3 or 4),

· student travel grants ($1000+GST in total, being about $200/student, with about 75% of students taking grants). 

5. Bookings and social functions

The organisers should book rooms and arrange for the following key events: the preconference social, the conference sessions, the Annual General Meeting, the Council Meeting, the conference banquet, and the two lunches. Organisers should also arrange for a breakfast (usually modest), morning and afternoon teas.

On-site registration should be available at the preconference social and at the conference sessions. Conference packs should be made available at these times.

Internet access should be made available to the participants.

Accommodation for the keynote speakers must be arranged.

The organisers may wish to arrange for other social events, such as a plant tour, a sports event, an alumni event, etc.

6. Conference pack

The information pack distributed by mail, before arrival, must contain:

· a confirmation letter,

· information on venue and time,

· information on accommodation,

· time and place of the pre-conference social function (with travel directions),

· conference banquet,

· information on the location of registration desk,

· a campus map.

The conference pack distributed at the registration desk/ pre-conference social site must contain:

· finalised programme,

· name tag,

· list of attendees and their contact details,

· proceedings,

· banquet ticket,

· campus map,

· folder, notepad, ball point pen,

· AGM agenda, including the ORSNZ budget for the forthcoming year.

7. Programme

The conference programme lists the titles of all papers and the time and venue at which each paper is presented.  It also includes information on opening ceremony, keynote addresses, AGM, and YPP presentations.

A chair for each session must be arranged and instructions emailed to all session chairs.

Note that some participants change their paper titles, so refer to the final version of the paper.

The programme information should be on posters at the Conference.

A “quiet room”, for talk preparation, should be booked and advertised.
Arrange well in advance a brief welcoming address by, for example, the Vice Chancellor of the host university.
Catering for vegetarians at all snacks and meals should be arranged.

A distinctive coloured sticker should be arranged for all organizers’ name tags.

Help with powerpoint presentations for all speakers should be provided.

An opportunity for the organizers to be thanked, after the final conference session, should be provided.

Arrange a group photo involving all conference participants and for photos to be taken at the conference banquet.
Prepare a "conference slide" to provide a backdrop in for the opening (optional)

8. Proceedings

The organisers should arrange for a Proceedings Editor, who has responsibility for accepting abstracts and articles. The Proceedings Editor can reject abstracts or articles, and can ask for revisions. The Editor can delegate article reviewing to other referees. Generally, a single proofreading does a great deal of good for the overall quality, and serves as an extremely valuable service to the authors.

At a minimum, the Proceedings Editor should make sure that the authors adhere to the Guidelines to Authors. These Guidelines describe how the abstract and article should be written. The Guidelines from the previous year should be changed only minimally.

The Guidelines should be available on the Conference web site.

Authors should be cautioned that publishing in the ORSNZ Conference Proceedings may prevent later publication in another journal (such as any INFORMS journal).

A copy of the Proceedings must be distributed, free of charge, to each attendee, and mailed to all other members.

Put ISSN 0114-6602 at top right of cover of proceedings. Title should stay similar each year.

Deposit 2 copies of Proceedings with National Library, Legal Deposit Office. See http://www.natlib.govt.nz/en/services/5isbnissn.html

Prepare welcome blurb for the proceedings - include a photo of the committee (optional)
9. Keynote speakers

One or two keynote speakers should be chosen. The organisers may wish to contact other NZ universities about possible speakers. Consider videotaping the talks. Typically, the airfare, accommodation and Conference fees for keynote speakers are paid from the Conference funds. ORSNZ Visiting Lectureships may be useful for helping to defray keynote speakers’ expenses.

Gift for keynote speaker (optional)

10. YPP

Guidelines should be available to the YPP entrants on the Conference web site.  The organisers should contact the Treasurer about the YPP prizes.  A panel of judges (with no conflict of interest) must be selected and a venue for them to deliberate in immediately after the last presentation.

Prize certificates must be prepared and winners’ names filled in by the panel convenor.

Cheques in favour of the winners, up to $1000 in total, are to be signed by the Treasurer.

The certificates and the cheques to be given to the winners by the representative of the YPP sponsor at the banquet.

Thank you letter to YPP judges after the event.

11 APORS Young Scholars' Programme

May need to organize selection of ORSNZ representative.

12 Daellenbach Prize (Triennial)

A framed certificate is to be available at the winner’s plenary s address.

A Cheque in favour of the winner for $1000 is to be signed by the Treasurer.

The President must be given the opportunity to present the winner with the certificate and the cheque, just before the winner’s plenary.  
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Post-conference

The organisers send letters to the sponsors to acknowledge their assistance. Send 3 copies of the Proceedings to the National Library. Contact the Treasurer for address labels.

Thank you letter to YPP judges after the event.
Updated 9/12/2009 to delete APORS, some comments on electronic conf registration, other minor corrections - AJM
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