Requirements for Preliminary Approval

From the Topical Meetings Manual:

Proposal for Preliminary Approval 
The preliminary approval proposal, which is the major step in obtaining NPC approval, should be submitted approximately 18 months in advance of the proposed meeting date. The information necessary for approval is requested on Form 1: Topical Meeting Information Questionnaire and Form 2: NPC Meeting Worksheet. A copy of these documents should be received by the NPC Chair and the ANS Director of Meetings at least three (3) weeks prior to the NPC meeting at which it will be reviewed. A sufficient number of copies (15) must also be brought to the meeting of the Screening Subcommittee so that each of its members will have a copy. The preliminary approval package shall include at least the following: 
Scope or content of the meeting

Tentative outline of sessions

Names and affiliations of the technical program committee

Preliminary publication plans

Budget and hotel contract status (Note: The Director of Meetings must approve the preliminary meeting budget and hotel contract prior to requesting preliminary approval from the NPC)

Milestone schedule

Status of special events 
The organizing group may seek variation of the standard procedures if the variation is necessary to provide a good technical meeting and if adequate time has been allowed for NPC consideration. 
E-mail from Paula Cappelletti on March 30:

Hi Jerry, and others,

 

You already received calendar placement on 9/9/2015.

 

You will need to get your publication plan approved to obtain preliminary approval.

You will need a proposed budget to contract a facility

A proposed program theme, and/or lists of topics should also be included

You will also need a revenue share form signed by all parties, except me…I sign last and at the approval time.

 

 

We have a call on 5/18 – paperwork will be needed by 5/13

 

Or you can wait until the June meeting (which is perfect timing) have information to me by May 31.
 

Let me know some proposed times next week, I would be happy to discuss your issues.

 

Paula Cappelletti

 

708/579-8214 – Direct

708/522-5633 – Cell

I recall we already did the Topical Meetings Questionnaire, but the characteristics of the meeting have changed so it should be resubmitted.  The same holds true for the NPC Meetings Worksheet.  
