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.
	


