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SE-113 86 Stockholm
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	Schedule for NJF Seminar

	Seminar No.
	 

	Title
	 

	Place
	 

	Time
	 

	Secretary
	 

	Planning group
	 

	Time prior to the seminar
	Preparations
	Notes

	About 7-8 months
	1
	Prepare the preliminary programme in detail (topics, lecturers, duration, posters etc). Make sure that contents fit the title and meet the needs of the target group.
	 

	
	2
	Prepare the budget in detail
	 

	
	3
	Confirm the budget frame with the chairperson of the section
	 

	
	4
	Make preliminary reservation of the place,  accommodation and meals 
	 

	
	5
	Confirm the lecturers/trainers and the allowances. Submit guide lines of material preparation.
	 

	
	6
	Submit seminar plan to the General Secretariat and the Section chairperson (date, place, programme, lecturers, contact information of the organizers)
	 

	
	7
	Plan excursions, make reservations (place, transportation, servings)
	 

	
	8
	Plan social programme, make reservations
	 

	
	9
	Finalize the budget, determine the registration fees and other charges
	 

	6-7 months
	10
	Plan the marketing procedures
	 

	
	11
	Plan marketing, letters and leaflets (pdf/printed)
	 

	
	12
	Submit materials to NJF website; Links.
	 

	
	13
	Send materials to members and other potential customers incl. media
	 

	
	14
	Contact key persons
	 

	
	15
	
	

	
	16
	
	

	2 months
	17
	Confirm the pre-registration to participants continuously. Send and further info about seminar arrangements to participants.
	 

	 
	 
	In case the seminar is cancelled, inform the registered, Organizing Committee, Section Board and Secretary General. Cancel hotel reservations.
	 

	 
	18
	Contact media
	 

	 
	19
	
	 

	1½ - 1 
months 
	20
	
	 

	
	21
	Send the finalized programme, preprints, list of participants, driving instructions and other information to participants
	 

	15 days
	22
	Submit the final schedule and list of participants to the seminar place and hotel
	 

	
	23
	Prepare name tags, door signs, local instructions of transportation etc.
	 

	
	24
	Confirm the transportation of materials to the seminar place
	 

	
	25
	Check facilities, furnishing of the assembly room, technical equipment etc. 
	 

	
	26
	Pick up some interesting information from the preprints and inform the press a few days in advance.
	 

	Within 1 month after
	27
	Check and approve the invoices, sign and submit to General Secretariat
	 

	
	28
	Compile summaries of the seminar sessions and add to the preprints for proceedings
	 

	
	28
	Submit the proceedings as pdf-files to NJF web site
	 

	
	29
	Confirm that all invoices and allowances requests are at the General Secretariat
	 

	
	30
	Report the seminar, the result, the lessons, number of participants, economics to the Secretary General, the Planning Committee and the Section members 
	 

	
	31
	The seminar account will be closed
	 

	Facilities needed

	 
	 
	Over-head projector (check the bulbs)
	Video player, TV

	 
	 
	Transparencies
	Pens, note pads for participants

	 
	 
	Computer and projector
	Sellotape

	 
	 
	Microphones
	Bus/train/other time tables

	 
	 
	Flip board papers and pens 
	Nordic/Baltic flags 


Budget form
	Title NJF Seminar:
	 

	Number of the Seminar
	 
	 
	Local currency:
	SEK

	Place
	 
	 
	Exchange rate into SEK
	1

	Time
	 
	 
	 
	 

	Expected number of members
	20
	 
	Registration fee, members SEK
	 

	Expected number of non-members
	5
	 
	Registration fee, non-members SEK
	 

	Expected number of non-payers
	 
	 
	 
	 

	Seminar secretary
	 
	 
	Accommodation etc. per person
	 

	 
	 
	 
	 
	 

	Estimated Costs
	 
	Sum in local currency
	Sum in SEK
	Budget in total, SEK

	Speakers
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	 

	Travel costs
	 
	 
	0,00
	 

	Accommodation costs
	 
	 
	0,00
	 

	Per diems?
	 
	 
	0,00
	 

	Meals for speakers
	 
	 
	0,00
	 

	Other expenses
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	0,00

	Printed materials
	 
	 
	0,00
	 

	Other
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	0,00

	Rent / Assembly room
	 
	 
	0,00
	 

	Technical equipment
	 
	 
	0,00
	 

	Transportation
	 
	 
	0,00
	 

	Excursion costs
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	0,00

	Preprints
	 
	 
	0,00
	 

	Photocopies
	 
	 
	0,00
	 

	Other
	 
	 
	0,00
	0,00

	 
	 
	 
	0,00
	0,00

	Reserve for unexpected expenses
	 
	 
	0,00
	0,00

	 
	 
	 
	Total costs, SEK
	0,00

	 
	 
	 
	 
	 

	Estimated income
	Number of units
	Unit price SEK
	Total SEK
	 

	Reg. fees from NJF members
	20
	0
	0,00
	 

	Reg. fees from non-members
	5
	0
	0,00
	 

	Other income:
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	 

	 
	 
	 
	0,00
	 

	 
	 
	 
	Total income with the expected number of paying participants, SEK
	0,00

	 
	 
	 
	Expected profit, SEK
	0,00


Structure help before using the seminar administration system.
This is a word template for required seminar information to be used in the administration system.

MAIN

	Dates, date format is YYYY-MM-DD


	Starting date
	

	The day the seminar begins.
	

	Ending date
	

	The day the seminar ends.
	

	Publish
	

	The day from which the seminar webpage will be published.
	

	Date for registration
	

	The date from when it will be possible to register for a seminar.
	

	Date, fee will increase
	

	Indicates the date when the registration fee will increase
	

	Deadline registration 
	

	Indicates last date of registration, the link “register” will only be visible through this date.
	

	Papers deadline
	

	Up to this date it is possible to send in abstracts for papers online.
	

	Posters deadline 
	

	Up to this date it is possible to send in abstracts for posters online
	

	Notification (papers/posters)
	

	Latest date when the seminar secretary will approve/reject posters/papers.
	


	Seminar site information


	Place
	

	Seminar site
	

	City
	

	Seminar site city
	

	Country
	

	Seminar site country
	

	Travel information
	

	Information how to get to the seminar site.
	


	Seminar information


	Title
	

	The name of the seminar
	

	Sub title
	

	The sub title of the seminar. //eventuell?//
	

	Organizing group
	

	Name (and e-mail) of the members of this group.
	

	Background
	

	Background for the seminar.
	

	Keynote speakers
	

	Name (and e-mail).
	

	Topics
	

	The seminar topic(s).
	

	Target group
	

	The target group for the seminar.
	

	Papers and posters info
	

	Guidelines for P&P are available on www.njf.nu ( Seminars ( Organizing NJF seminars.
	

	Additional info
	

	Add other required information here, e.g.: “Conference dinner is included in the seminar fee.”, “In the registration you have to the possibility to ask additional questions - ask them in the field “Message to NJF”.”


	


	Seminar fees


	Fee member
	

	Seminar fee for NJF members in SEK.
	

	Fee non-member
	

	Seminar fee for non-members in SEK.
	

	Late application fee
	

	The system suggests that the registration fee will increase 40 % after “Date fee will increase”.
	


	ACCOMMODATION


	1. Name
	

	Name of the hotel/accommodation.
	

	Information
	

	Information about the hotel useful to the seminar participant, e.g. distance to seminar site, location, and price in local currency.
	

	Include in invoice
	

	Should the accommodation be paid for in the same invoice as the seminar fees? 
	

	Room 
	

	Number of beds; single, double or more
	

	Price per night
	

	The price per night for one person in this room (in SEK or EUR).
	


	2. Name
	

	Name of the hotel/accommodation.
	

	Information
	

	Information about the hotel useful to the seminar participant, e.g. distance to seminar site, location.
	

	Include in invoice
	

	Should the accommodation be paid for in the same invoice as the seminar fees? 
	

	Room information
	

	Number of beds, single, double or more
	

	Price per night
	

	The price per night for one person in this room (in SEK or EUR).
	


	PARALLEL SESSIONS (Insert rows yourself if needed) 


	Name
	

	The name of the parallel session.
	

	Info
	

	Text information about this parallel session.
	

	Name of a lecture
	

	The name of a lecture under this parallel session.
	

	Name of a lecture
	

	The name of a lecture under this parallel session.
	


	Name
	

	The name of the parallel session
	

	Info
	

	Text information about this session.
	

	Name of a lecture
	

	The name of a lecture under this parallel session.
	

	Name of a lecture
	

	The name of a lecture under this parallel session.
	

	Name of a theme
	


	EXCURSIONS 


	Name
	

	The name of the excursion
	

	Info
	

	Information about the excursion.
	

	Date
	

	Date for the excursion (date format is YYYY-MM-DD).
	

	Time from
	

	When does the excursion start?
	

	Time to
	

	When does the excursion end.
	

	Price
	

	Excursion price in SEK.
	


	Name
	

	The name of the excursion
	

	Info
	

	Information about the excursion.
	

	Date
	

	Date for the excursion (date format is YYYY-MM-DD).
	

	Time from
	

	When does the excursion start?
	

	Time to
	

	When does the excursion end.
	

	Price
	

	Excursion price in SEK.
	


	FAQ


	Question
	

	You can save time for yourself to prepare answers to questions you may foresee or you have already answered several times.
	

	Answer
	

	Your answer to the question above.
	


	Question
	

	You can save time for yourself to prepare answers to questions you may foresee or you have already answered several times.
	

	Answer
	

	Your answer to the question above.
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                                              Place, Date

Dear (name of applicant)
We thank you for your registration to NJF seminar.....  As we have recently received a number of registrations from third world countries we have to apply the following routines before we can consider your registration.  We are aware that this may cause some trouble for some scientists that are sincerely interested in joining the seminar. We hope you understand the neccessity for this procedure.

We therefore kindly ask you to provide us with the following information before we can confirm your registration:

1) A hard copy/photocopy, sent by ordinary mail, of your university graduation certificate in agricultural sciences, which authenticity is confirmed with a signature (in blue ink) from a Head of Department/Professor in agriculture.

2) A link, by email, to the web site of the institute/company where your CV is available and accessible.

3) A hard copy/photocopy, sent by ordinary mail, of your Curriculum Vitae showing career in agricultural science, which authenticity is confirmed with a signature (in blue ink) from a Head of Department/Professor in agriculture.

4) A letter from your current employer explaining the role and importance of your participation in the NJF seminar. This letter should be sent by ordinary mail and confirmed with a signature (in blue ink) of your employer. If you are self-employed a certificate of the authenticity of your company should be provided.

5) A written, signed statement, sent by ordinary mail, where you declare that attendance to the NJF seminar is without any responsibilities for NJF to assure or assist in obtaining  visa for you to the country in question.  As a rule, NJF does not assist in visa applications for members (or non-members) unless for invited/key note speakers in NJF seminars.

Please send the information mentioned in p. 1, 3, 4 and 5 to me:

X Y

Address:

With best regards,

X Y 

Seminar secretary of NJF seminar ...


