NZ BIRD CONFERENCE CHECKLIST  -  FOR THE ORGANIZING TEAM
The NZ Bird Conference is run in partnership between the organising committee and Council. 

The region is organising the conference on behalf of Council who are financially accountable.
NOV
Council Meeting:  

O
Confirmation by Regional Representative for Conference in 2 years
DEC-APR
O
Decide on venue and rooms for conference, workshop and meetings
, all with WIFI

O
Decide on conference meal costs (lunches, dinners, morning/afternoon teas)
 
O
Decide on accommodation options
, ask for discounted rates
 
O
Decide on field trips options and costs

O
Decide on workshop options and costs


O
Decide on conference pack options (paperless?) and costs (difference early/late rego at least 25%)

O
Decide who will be looking after online registrations.

O
Provide a briefing report to EO by 15 April
MAY-JUN 
Council Meeting

O
Open Conference account, using account template for all income + expenditures (App. 2)


O
Treasurer to advance $ for deposits [$3,000? or as much as is required to make things happen]
JUL - SEP
O
Organize Scientific Day/special symposia

 
O
Organize workshops3

O
Start to organize field trips

O
Check venue’s liquor license and option to sell sponsor wines to venue owner at wholesale pricing.


O
Provide a draft registration form (App. 3) by 15 September (for Council comment)
OCT 
O
Finalise registration form (App. 3) and submit with short note to EO by 5 October 


(for Council approval and web/online registration)

O
Provide a detailed draft budget (App 1) and submit with briefing report to EO by 5 October 



(for Council approval)

O
Provide text for call for abstracts to EO by 5 October

O
Provide Birds NZ Editor and EO with a schedule of meeting times and places (for December issue).
NOV
Council Meeting:

O
Council approval or budget modifications

DEC
O
Birds NZ and website: Registration form and call for abstracts are published

O
Online registration is activated.
JAN 
O
Finalize menu for conference. Decide on close-off date for dinners

O
Finalize meals for meeting day

FEB
O
Last day for abstracts = 28 February  (or whenever you decide)
MAR
O
Last day for early bird registrations = 31 March (or whenever you decide). Decide on close-off date.

O 
Prepare draft program and draft scientific abstracts and forward to EO by 31 March (for Council)
APR - MAY
O
Finalize program and scientific abstracts and forward to EO by 5 May (for Council+website)


O
Prepare conference packs:  Programme+AGM reports
, name badges (first name, surname, region).

O
If paperless:  Upload Programme+AGM reports on website. Email links to participants. 

O
Provide 10-20 paper copies for those not on internet (part of registration cost).
JUN

NZ Bird Conference! 

Appendices:      1)   Budget template     2)   Account template    3)   Registration form template
�  Two rooms required: Council meeting (11), RR/joint meeting (30) with data projector+WIFI. EO will advise final #.


�  Conference organizers to suggest options. To be booked by attendees.


�  Help from outside the region can be made available. Ask presenters for approval to record/upload their video afterwards?


�  Morning tea for 11, light lunch and afternoon tea for 30. 


�  Conference programme, abstracts, President Report, Treasurer Report, Financial Accounts.





