SESHA Mini-conference Planning Tips (Revised: April 17, 2002)

· Have pre-planning meeting with key SESHA members in the area of the mini-conference to determine theme, topics, venue type, etc

· Establish a mini-conference chair and/or planning committee (note: the mini-conference chair can be part of the Chapter officer succession planning.  Example is Chapter President is the mini-conference chair and the Past-President in the mentor.)

· Select date(s) for the mini-conference (several months is needed).  Ensure no conflicts with other organization meetings such as ASSE, AIHA, etc; SESHA Academic lecture tours; SESHA Annual Symposium; and other SESHA mini-conferences

· Select a theme (if desired) and type of venue.

· Determine if co-sponsored with International SEMATECH, SEMI or SIA.  Investigate possible joint mini-conference with other local ESH organizations (ASSE, AIHA, BAESG, etc.)

· Determine if mini-conference will have exhibitors or sponsors (for breaks, lunches, etc)

· Establish budget.  Follow SESHA guidance for developing budget and determining cost per participant.

· Establish a planning timeline 

Example timeline:


Kickoff meeting w/planning committee (3/27)

Venue selection (4/12)


Call for papers (via e-mail from SESHA National) (4/19)

Abstracts due (to SESHA National ( posted on web page, access given to planning committee) (6/14)

Select topics from abstracts submitted (6/21)

Distribute preliminary program (via e-mail from SESHA National) (7/12)

Early registration deadline (2-4 Weeks before mini-conference)

Mini-conference (9/19-20)

· Lori Strong with BAI (703-790-1745, email lstrong@burkinc.com) is an invaluable resource in putting a min-conference together.  Be sure to involve Lori from your initial planning stages.

· In addition to Lori Strong (# above), you may contact Thad Jones (480-792-3826), Bernie Frist (602-244-2001) or Mike Sherer (602-659-2599) with questions.

