JBI Colloquium bid proposal
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Name of Centre:
Centre Director:

While this is a preliminary bid process, we suggest that you consider and address the following areas of planning

Proposed event dates:
When selecting dates for the Colloquium please be mindful of semesters in different regions and other major international conferences/events that may be running at the same time (the event is to be in the second half of the year July-Dec)




Proposed event theme:




Proposed event venue:
When selecting your event venue, please consider its location (with regard to the airport, other major access points, travel ease and cost implications)




Audiovisual requirements for presenting your bid:




Catering:
Please remember special dietary requirements – vegetarian, vegan, coeliac (celiac) etc




Event Insurance:
Please indicate whether or not event insurance will be required and if not please state reasons why.




Accommodation:
Is accommodation available at the venue? What is the approximate price point of this accommodation?  Are other hotel options available and close to your chosen venue?
Also consider accommodation for developing countries – this must be affordable but also clean and comfortable – no youth hostels or shared bedrooms/bathrooms




Promotional strategy:
Please consider and outline what strategies you will use to promote the event and ensure the maximum number of delegates are attracted.




Website:
JBI can host a site, however you may wish to host the site yourself



Submission and management of abstracts:
Please detail how your Centre will manage this process and who will comprise the Scientific Committee




Handling of registrations:
Please detail how your Centre will manage this process.  Note that JBI will not be able to manage this process




Budget outline: 
Please include the $5000AUD seeding grant from JBI and with consideration of a ‘break-even point’ – i.e. how much sponsorship, delegate registrations do you need to cover costs?




Sponsorship/exhibition recruitment strategy:
What organisations do you propose to approach for sponsorship and how do you propose securing them?




Speakers:
Who do you propose to invite and what is your back up strategy if they decline your invitation?



Gala dinner:
Please consider different catering options available (i.e. per head or lump sum) and entertainment




Other social events:
Do you intend to host any additional social events during the Colloquium (i.e. international welcome reception, product launches etc)




Pre event workshops/other education and training
Will there be opportunity prior to or following the event for JBI specific workshops/training?




Committee of Directors Meeting
You must also account for the 3 day Committee of Directors meeting (including venue, catering, informal and formal dinner)
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