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Why listen to me?



But not quite all by yourself



Audience for this talk



What is a conference?

A conference is a meeting of people who 
"confer" about a topic. [1]

1 - http://en.wikipedia.org/wiki/Conference



Key points about a conference



What do people expect?



Quality Talks



Social Time



FINAL WARNING!  Don't do it!



How do I run a conference?

● Set a budget
● Stick to it



What do speakers need?



What do attendees need?

● where
● when
● climate
● language
● wifi
● accommodation
● travel
● tourist information
● food
● cost

● drink
● list of talks
● list of speakers
● social time
● rules
● refund policy
● payment methods
● map
● t-shirt
● power outlets



So... where do I start?

● website
● venue
● suppliers
● sponsors
● speakers
● attendees



Sponsorship

● sponsorship opportunity list
● early
● keep them well informed
● be polite and courteous and fair at all times
● DELIVER!



Payment methods

● Paypal
● check
● cash
● other credit card facilities (https://stripe.com/)



Website

● where
● when
● cost
● audience









Traps for young players

● non-core activities
● letters of invitation
● payables - what do you owe?
● receivables - who owes you?
● taxes
● laws



Timetable to conference

● -7 months - announce conference, book 
venue

● -5 months - call for papers
● -3 months - talks & speakers announced, 

registration opens
● -3 months - book speaker travel & 

accomodation
● -2 months - book t-shirts & catering
● -1 month - you're busy with registration
● -3 weeks - final number for t-shirts etc



Timetable to conference, part II

● -3 days - people start arriving
● -2 days - tutorials start
● -1 day - registration pack assembly
● -1 day - registration opens
● day 1 - opening session
● day 2 - closing session - announce dates for 

next year
● day 3 - packing up gear and storing it away
● day 4 - thank you notes
● +1 month - update website for next year



Catering tip for buffets

● plates
● food
● drinks
● cutlery
● napkins

● in that order



Repeat conferences

● whaaat?



Questions?



Thank you

Just do it.  Ignore the naysayers.
Don't listen to negative.  If you think it's a good idea, do it.


