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Checklist for Organisers of an International RILEM Conference or Workshop

1. Contact at an early stage RILEM Secretariat General and RILEM Web site for checking any potential conflict with other conferences (organised or not as RILEM Conferences)

2. Identify whether this conference should be supported by one or more RILEM Technical Committees

3. Consider to receive the advise of the Convener of the RILEM Cluster which field is linked to the topic of the planned conference

4. Consider the general format of the event: number of participants, possible sessions in parallel or not, support from sponsors, oral presentation and posters, exhibition, etc. (for more than 100 participants, the help of a company specialised in organising events is needed in most cases)

5. Check for the facilities of international connecting flights for the participants

6. Prepare a social programme well in advance (in general only for large conferences of 100 participants or more)

7. Specific registration fee for RILEM members and for non-members (the increased fee includes a 365-day of RILEM membership with special services)

8. Prepare a precise global budget

9. Consider the precise planning for the different steps of the process, including:
a. Draft programme for 1st announcement and call for abstracts
b. Approval by RILEM
c. Launching the 1st announcement and call for abstracts
d. Notification on abstracts acceptance
e. Submission of full-text papers (template available on RILEM Web site)
f. Review of the papers
g. Notification to the authors
h. Deadline for final version
i. Deadline for authors’ registration
j. Deadline for early registration (reduced registration fee)
j. Final announcement and programme
k. Deadline for printing and shipping the proceedings to the conference

This list is not exhaustive, it only has to be considered as a memo. as most issues are fixed with the corresponding external services or companies.

Always think of some golden rules for successful conferences:


· Location of the conference with all needed facilities for international flight connections 

· Local possibilities for technical visits

· Sites of historic and cultural interest (in case of social programme for companions)

· Communication in due time to potential participants, authors, and media

· Respect of the time-table for each speaker

· Facilities and services offered to the participants (according to the registration fees)
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