Steps to a successful ISHS conference:
1. Contact Section/Commission Chair indicating that you would like to hold a conference under auspices of ISHS

· Receive instructions for beginning conference organization

· Begin work on conference

· Receive approval for conference from ISHS Executive Committee
· Sign contract with ISHS and get start-up funds

2. Form a Local Organizing Committee 

· To help select a date for conference (notify ISHS and Section/Commission Chair for reservation of date on ISHS calendar of events)

· To help select theme of conference

· To help arrange local accommodations (hotels, tours, meals, transportation, entertainment)

· To begin planning budget areas and costs

· To estimate attendance

· To contact various local and national companies and organizations, requesting participation and financial support

· To make suggestions for Scientific Committee, topic areas, and speakers

· To develop web site (see www.ishs.org/sample for some useful hints)
3. Assign areas of responsibility

· Select chairman of Local Organizing Committee

· Develop calendar of tasks and dates each task must be completed

· Decide and assign tasks

· Plan for regular meetings to ensure tasks are being completed and that everything is going smoothly

4. Form a Scientific Committee

· To help select conference theme and topic areas

· To help suggest invited speakers

· To encourage participation in conference

· To provide an estimate of attendance
5. Prepare and mail 1st brochure announcing conference

· Include conference title, location, topic areas, date, call for papers, web site on conference, sponsors, Scientific Committee, and contact information on receiving second announcement

· Secure mailing lists to whom brochure should be mailed (including address list provided by ISHS)

· Organize files for receiving inquiries and people interested in conference

· Set registration deadline

6. Finalize all plans

· Invite and confirm all speakers

· Confirm trade show participants

· Develop final budget and settle registration fee

· Plan conference registration, schedule, rooms, coffee breaks, meals, and other items

· Check all physical facilities, including hotels, conference rooms and microphones, internet access, tours, buses, and other items

· Arrange for translators (as necessary) and for other assistants for meeting attendees, registration, and answering questions

7. Prepare and mail 2nd brochure on conference

· Include information in 1st brochure plus information on registration fee, housing, field trips (during, and pre and post conference as appropriate) plus tours (work with local travel agent) and costs of each

· Provide detailed instructions for abstracts

· Use mailing lists and mail

8. Send authors instructions for preparing papers

· Get copy of guidelines from ISHS web site
· Set deadline for receiving full paper

· Select editors for Acta Horticulturae

· Decide whether all papers or selected papers will be published

9. Decide whether to organize a Working Group on subject within a Section/Commission of ISHS

· Plan for business meeting with Section/Commission Chairman as host

· Get vote or feelings of attendee wishes at conference

10. Prepare abstract book

· Organize abstracts according to subject matter and include in book of abstracts to give to attendees

· Include a quick reference page (calendar) with all dates and times of presentations and poster sessions

11. Welcome guests

· Arrange for transportation from airport

· Have local reception for evening

· Set-up for registration

12. Host conference

13. Collect papers for Acta Horticulturae and edit scientifically for publication

14. Submit papers to ISHS
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