Conference Management Services for Subdivisions - Fees

June 2010
Registration

Your attendees will be able to register online or by mail, fax or telephone, using payment by check or credit card. Our office will provide these services:

· Creation of the online and PDF registration forms. 

· Online registration through a secure site.

· Daily processing of registrations. 

· Financial processing and transfer of revenue to the subdivision account.

· Customer service: registration questions handled by our office, general questions related to the meeting will be transferred to the appropriate Committee representative.  

· Reports as requested on registration numbers and revenue.

· Production of badges.

· For the meeting itself, we will provide your representative with badges, badge holders and INFORMS lanyards for all registrants, as well as supplies for possible on-site registrants. You'll also receive a list of registrants showing payment information.

Fees:

· $9.00 per registrant.

· $2.75 per registrant for badge, badge holder and lanyard,

· Note: Remember to budget for credit card processing fees (service fee to credit card vendors) – currently 2.35% of total revenue. 

· Onsite staffing of registration at your meeting can be provided at an additional fee, which is dependent on length of the meeting, travel expenses, etc. 

Abstract Processing 

Online abstract processing services, with the following capabilities:

· Creation of an online submission form, which can be linked to your meeting web page.

· An online invitation system through which your cluster and/or session chairs can invite authors to submit papers for specific clusters/sessions (optional). 

· An online submission system, through which authors can submit abstracts either as “contributed” papers or as submissions for specific sessions.

· The system can capture: session title, session chair contact information, author and co-author contact information, abstract title, abstract of no more than 1,000 characters (no math or symbols). 

· The system does conflict checking for session chairs and presenting authors (not co-authors). 

· Customer service to chairs and authors related to submission questions and difficulties. Questions related to other aspects of the meeting will be transferred to your Committee. 

· A scheduling component through which the schedule determined by your Committee is entered into the system. Scheduling includes day, time block, track number and track room. 

· Creation of an online program search capability so that your authors/attendees can search the program by key word, session, and chair/author name.

· Creation of a text file that your Committee can use for production of the printed program. This file is not print-ready; your Committee would need to work with a graphic designer to format the text file for print purposes (we can provide the name of the freelance designer we work with for your reference). If you prefer to have our office handle the conversion to print, we can supply a price.

Please note certain limitations of the system:

· The system cannot be customized to accommodate different processes and/or capture different types of data.

· Abstracts cannot include math or symbols. 

Fees:

· Up to 100 abstracts (all abstracts processed are included in the count, even those that are later cancelled) – flat fee of $1,500.

· Abstracts over 100 @ $15 per abstract.

Hotel/Center Contracting, Financial Management, Logistics

We charge on a per-hour basis for these services, and can provide estimates based on the extent of services you require.  Please note that all contracts, particularly with hotels and convention centers, must be reviewed and approved by Meetings staff and signed by the INFORMS Executive Director. 

Contact:

Teresa V. Cryan, Director of Meetings

Terry.cryan@informs.org
800-343-0062, 401-722-2595 x210

