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Regional Meeting Final Report Template


	I
	Introduction and General*

Name of General and Program Chair



	I (a)
	Executive Summary

In the summary include references to the ACS Strategic Plan that illustrate how the meeting and its program fulfill the mission and vision of the Society e.g. membership diversity. Cite examples from the areas listed below that address:  

1. The three core strategies: providing state-of-the-art chemical information; serving as a premier professional organization for practitioners of chemistry; and enhancing public appreciation of the chemical sciences and technologies; and 

2. The three developmental strategies: transform the definition of chemistry to encompass its true multidisciplinary nature; create a leading, dynamic, and integrated portfolio of products and services; and promote inclusiveness throughout the chemical enterprise.

	I (b)
	Site Selection
Summarize the process and parameters used to decide on the final location and include criteria that were considered.



	I (c)
	Committee Members
List all committees and their members, being as inclusive as possible of all those who made a contribution with their area of expertise and contact information. 



	I (d)
	Meeting Organizing Committee Operations

Provide a calendar of the dates and number of times that the organizing committee met and discuss how business was conducted, e.g., phone, email, actual meetings.

Describe strengths and weaknesses of the committee:

    - e.g.  Did the committee work as a team or was the work concentrated in the hands of a few members?

Include comments about how the committee operation could be improved and describe any additional training that would be useful.



	I (e)
	Budget Development 

Describe how cost decisions were made for major income/expenses such as Registration, Exhibit Booths, A/V costs, social events, etc.

Do not include budget pages here.

	I (f)


	Other/Lessons Learned


	II
	Meeting Program*



	II (a)
	Data

Report the information using a spreadsheet format with the following headings:  Name of symposia and general sessions, names of organizers for various symposia with contact info, undergraduate program info, high school teachers’ program (if any) and social events. Please include the number of attendees at each presentation/social event.

Provide a copy of the abstract book in hard copy and electronic format (if available) for the ACS Office of Regional Meetings files. 


	II (b)
	Plenary/Keynote Speakers
If any, provide all information available.



	II (c)
	Workshops
List the sponsors, topics and number of attendees.



	II (d)
	Award Presentations 

Provide a list of all awards and honorees, with descriptions of any presentations by awardees.



	II (e)
	A/V Arrangements
List the type of media that were used and give approximate percentage use (laptop, LCD, internet, microphones, etc.) and cost.


	II (f)
	Electronic Abstract Service 

Provide commentary on the usefulness of the electronic abstract service (PACS).  Identify its most useful aspects as well as those that caused difficulty. Make suggestions about how the service can be improved



	II (g)
	Co-sponsorships and Affiliated Meetings

Identify any divisions, committees, and non-ACS societies that sponsored symposia or meetings that were held in conjunction with the regional meeting along with the role they played.

Describe how this opportunity was recognized and pursued.

Comment on the effectiveness of the collaboration.



	II (h)
	Additional Comments/ Lessons Learned


	III
	Meeting Finances*



	III (a)
	Budget

Use the spreadsheet template provided. Include the worksheet on registrations and income from various categories of registrants.



	III (b)
	Financial Accounts Used by Meeting

Provide data on all accounts that were opened/closed for the meeting (checking, saving, etc, dates opened, credit card accounts, number of checks written for expenses, number of checks written for refunds, etc.)

List all those who had authority for financial transactions.



	III (c)
	Grant Funding for Meeting

Summarize the sources of all grants received along with the specific purpose of each grant. Include copies of any reconciliation forms required by the grantor.



	III (d)
	Additional Comments/ Lessons Learned


	IV
	Fundraising* 



	IV (a)
	Data
Provide information about the sources of fundraising, amounts solicited and received, contact info, etc.

	IV (b)


	Exhibits 

Include examples of fundraising letters, flyers, etc.



	IV (c)
	Additional Comments/ Lessons Learned


	V
	Exposition* 



	V (a)
	Data
List the vendors’ names, addresses, primary contacts, sponsoring action [booth or coffee break], cost of booths, coffee breaks, etc.



	V (b)
	Vendor Feedback 

Include reports of feedback or questionnaires that vendors have provided including comments about future participation at regional meetings.

	V (c)
	Approaches Used to Attract Vendors to Meeting 

Describe how many attempts were made to contact vendors and the rate of success.

How was the list of potential vendors generated?



	V (d)
	Exhibits 

Include examples of vendor information packets, layout for booths, expo duration and times when held.



	V (e)
	Additional Comments/ Lessons Learned




	VI 
	Publicity/Web Site*



	VI (a)
	Data
Identify all sources of publicity that were used to market the meeting including Call for Papers, C&E News Ads, Special Flyers, Email, Websites and links, etc.

Name other meetings (locations and dates) at which your meeting was marketed and the method used to market.



	VI (b)
	Publicity Methods  

Estimate the cost effectiveness of the methods used (Email, Regular Mail, Web Pages) 

Identify any “markets” that could have been used to publicize the meeting.



	VI (c)
	Web Page Design 

Include any data related to the effectiveness of the web page in marketing the meeting.

Provide an outline of information found on your meeting web site, e.g. site map, directions, and give the URL.

Comment on how the Web can be used more effectively for future regional meetings.



	VI (d)
	Meeting Logo 

Include a copy of a special meeting logo that was developed for the meeting, name the designer, and describe where/when it was used.

How useful do you feel it was to give the meeting “brand recognition?

	VI (e)
	News Media 

Summarize all coverage of the meeting that was present in the general news media  [newspapers, TV, radio, C&E News]. Include samples of press releases.



	VI (f)
	Exhibits  

Include any examples of publicity that were used for the meeting.



	VI (g)
	Additional Comments/ Lessons Learned

	
	


	VII
	Arrangements*                



	VII (a)
	Data
Comment on any special arrangements/considerations made for the meeting and associated costs.



	VII (b)
	Special Needs 

Name any special needs for attendees with disabilities, and other items such as special meals, that you were required to provide.       



	VII (c)
	Additional Comments/ Lessons Learned

	
	


* For each major section please include in the final report content information on the author, e.g. “Submitted by ________”
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