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Focused Meeting – Proposal Form

Please ensure that you read and refer to the guidelines for submitting a Focused Meeting proposal and ensure all questions are answered fully. 
[image: image1.jpg]Terms for organising a Focused Meeting

What we will do:

Source venues and negotiate deals

Source and book accommodation for invited speakers
Source accommodation options for delegates

Sign contracts

Set and manage the budget and all financial
transactions

Manage invited speaker registration
Manage abstract submission, outcomes and
communication

Manage delegate registration before, during and post
the event.

Arrange social activities and conference suppers
Market the meeting through various media such as
social, the Society newsletters and websites

Manage and secure sponsors and exhibitors

Design and print all meeting collateral including, a
printed programme guide, an online abstract book,
meeting flyers, posters and email banners

Provide all onsite logistics, including meeting set up,
delegate registration and close down.

What you will do:

Send the list of confirmed speakers and contact
information

Identify potential exhibitors and sponsors

Boost attendance by promoting the meeting within your
community and networks

Create a scientific schedule including speaker running
order

Provide:

— a list of key topics (4-5)

— arelevant photo

— ashort descriptive paragraph of the meetings

— alist of organisers

— partner logos (if relevant)

— 150 word meeting introduction and personal photo

Review and allocate abstracts

Review and approve the marketing collateral




Accepted Focused Meetings will receive full secretariat support from the Society as detailed above.
Organisers are required to discuss their proposal prior to submission, with a member of the relevant Division(s). Organisers are requested to keep in mind the upcoming deadline for submission as advised online.
Further questions on completion of this form should be addressed to the conference office.  
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Tel. +44 (0) 20 3034 2684
Q1: APPLICANT DETAILS
	Membership Number
	

	First Name
	
	Surname
	

	Organisation/Affiliation  
	

	Contact Address
	

	Telephone Number
	
	Email
	


Q2: DIVISIONS
	Before submission, all applicants are required to contact a relevant Division Member as listed below to seek their advice and support for the proposal. Applications not discussed with Division(s) are more likely to be returned for revision or declined. 

	Division
	Division Contacted
	Position
	Name
	Contact

	Eukaryotic
	
	Chair
	Edward Louis
	ejl21@leicester.ac.uk

	
	
	C/Elect
	Anastasios Tsaousis
	a.tsaousis@kent.ac.uk

	Prokaryotic
	
	Chair
	Shelia Patrick
	s.Patrick@qub.ac.uk

	
	
	C/Elect
	Martin Welch
	mw240@cam.ac.uk

	Virology
	
	Chair
	Stephen Griffin
	S.D.C.Griffin@leeds.ac.uk

	
	
	C/Elect
	Joanne Parish
	J.L.Parish@bham.ac.uk

	Irish
	
	Chair
	Joan Geoghegan
	geoghegj@tcd.ie

	
	
	C/Elect
	Gerald Barry
	Gerald.barry@ucd.ie


Q3: SESSION ORGANISERS
	Please list those who will be involved in organising this Meeting, including identifying speakers, planning out the scientific content, approving abstracts and promoting the session within their institutes. (Minimum 2/Maximum 4)

	Organisers
	First Name
	Surname
	Affiliation
	Email Address

	*Lead Organiser
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	


*The lead organiser will be the main point of contact with the Society
Q4: PROPOSED TITLE OF MEETING
	Please provide the full working title of the meeting.

	


Q5: SCIENTIFIC OR EDUCATIONAL CASE FOR THE MEETING
	This should contain a summary and rationale for the meeting. It should suggest why the topic is timely and what the intended audience will gain from attending (400–500 words).

	


Q6: LENGTH OF MEETING 
	Please indicate the length of the proposed meeting in days. 

	


Q7: PROPOSED DATE FOR THE MEETING
	Organisers are asked to propose a date for the meeting. This should not clash with other events on a similar topic being held in the UK or globally. A list of microbiological meetings can be found on the Society’s website (www.microbiologysociety.org). Please note that this list should not be considered fully comprehensive and organisers are asked to carry out additional research as appropriate.

Dates suggested by the meeting organisers are not necessarily guaranteed once a meeting proposal has been accepted. The meeting dates will be determined after consideration of other events and key dates in the Society’s annual programme, while taking into account availability of the conference and events team’s resources.

	


Q8: RECENT, COMPETING OR FUTURE MEETINGS
	The financial viability of our meetings is dependent on attendance.  This can be undermined by the occurrence of related recent, competing or future meetings in the field.  Organisers are therefore requested to apply due diligence in order to research and confirm the details of other meetings that might potentially compete for delegates in the suggested field.  

	Name of Meeting
	Date
	Location

	
	
	

	
	
	

	
	
	

	
	
	


Q9: VENUE
	Please list the suggested Venue or Location – Please note it is essential to consult with the Conference Team BEFORE committing to any venue to ensure value for money, suitability of location and facilities within the venue. 

	Venue Name or Location
	Address
	URL

	
	
	

	
	
	

	
	
	


Q10: ANTICIPATED AUDIENCE, DESCRIPTION AND SIZE
	Please indicate the approximate total number of delegates you anticipate the meeting will attract.

	Make up of Audience

(ratio of postgrad/students to non-students)
	Anticipated Total Delegates

(exclude speakers, organisers and staff)

	
	


Q11: MEETING PROGRAMME
	Organisers are asked to provide an outline of the draft programme including potential speakers, affiliations and talk titles. 
Please also indicate here the time given in the programme for delegate interaction, including but not limited to, panel discussions, flash poster presentations and offered orals.

Please be aware that invited speakers must present for at least 30 minutes and should not exceed the Society’s Invited Speaker Geographical Guidelines. The maximum number of speakers per half day is 4. It is up to the meeting organisers how long the invited speakers will speak for; a longer key note talk may be preferred.  

In terms of geographical location, allowances per half day are:
· Europe/Ireland/UK = minimum of 1 invited speaker

· USA/Canada = maximum of 1 invited speaker

· Rest of the world = maximum of 1 invited speaker

Travel allowances will be paid in line with the Society’s stated Travel Allowances (see Terms and Conditions on the Society website) for invited speakers and organisers.




	Day
	Time (00:00)
	Session 

(include suggested title/topic, speaker name and affiliation – as detailed in the example)
	Gender

(M/F)
	Location

(UK/EuropeRoW)

	Day one
	09:00
	EBV-induced aberrant cell signalling as a potential anti-cancer target, Sophie Brown (University of East Sussex, UK)
	F
	UK

	
	09:30
	Offered Oral
	TBC
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Day two
	09:00
	Immunocompetent mouse models for hepatitis C, Marcus Dorner (Imperial College London, UK)
	M
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please add additional rows if required.

Q12: GENDER DIVERSITY 
	As our data shows that 45% of our members are women, we expect that where activities are drawing from our community, those involved will show fair gender representation. Please provide a brief statement detailing how you have considered addressing this with in your identified speakers. In order to inform you of the wider composition of the community, we have also provided data on the proportion of the membership which identifies as from a minority ethnic group, and those who disclose a known disability or impairment. This data can be found on the Society’s website (https://microbiologysociety.org/why-microbiology-matters/equality-diversity.html). 


	


Q13: ADDITIONAL FUNDING/SPONSORSHIP 
	Please indicate if funding or sponsorship has or is being sought from other Societies, Institutions or sponsors in Great British Pounds (GBP).

	Name of Funder
	Description of Support
	Amount
	Secured (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	


Q14: JOINT WORKING 
	Would this meeting benefit from being held jointly with another organisation? Please indicate which organisations might be appropriate to joint fund or promote the meeting, if you have already approached them and the interest expressed. 

	Name of organisation 

or company
	Approach Made (Y/N)
	Interest Expressed (Y/N)

	
	
	

	
	
	


Q15: APPLICATION DECLARATION 
	I agree to the terms and conditions as set by the Society.

	Name
	Signature 
	Date

	
	
	


Completed proposal forms should be sent to conferences@microbiologysociety.org by the deadline as displayed online.
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