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3 Barker Avenue, White Plains, New York 10601

Tel: +1 914 761 1100   Fax: +1 914 761 3115   sdamato@smpte.org     www.smpte.org

SMPTE Section Conference Proposal Form

A Section Conference is a Special Meeting whose purpose is primarily tutorial, such as a full-day or multiday conference, seminar or workshop, with or without an associated exhibition.  This includes the class of events previously referred to as offshore conferences.  It will be the responsibility of the Membership Vice President to advise the Section Chair of approval or disapproval for the Section Conference.
*Please be sure to review Sections 8.11.3 and 8.11.3.2 of the Membership Operations Manual BEFORE completing this form.

	Section Name: 

	Name of Event:

	Proposed Event Date:

	Proposed Event Location (Include requirement of facility guarantees, if any).:

	Estimated Attendance: 

	Description of Proposed Event, including Conference Theme, and Benefit to the Membership:

	Proposed Conference Theme:

	Brief History of the Event: 

(Is this the first time you will be holding this type of event or have you held this event in the past?  If you have held this event in the past, what were your past experiences, challenges, and successes? Are there changes or improvements planned for this event?)



	Is the Section Board of Managers unanimously in favor of this proposal?  If not, what negative arguments have been offered?

	Is there a primary discipline group -- such as students -- to which this Section Conference will be directed?

	Primary Conference Planner/Logistics Coordinator and their prior experience:

	Conference Program Chair and their prior experience:

	Proposed Registration Fees:

	Proposed Sponsorship Opportunities:

	Please indicate any social functions planned during the Conference, and include location and estimated costs.

	Are exhibits or demo tables planned that relate to the program? If so what are the proposed exhibitor fees?

	Define the purpose for any request for specific funds for any educational need.

	List any co-sponsorships or affiliations with other groups (if any), and provide details:

	A budget must be submitted with this proposal, including projected income and expenses (projected expenses, sponsorships, admission fees, etc.).  Please use the Sample Section Conference Budget Form and adjust for your needs.



Section Chair
Date
Section Secretary/Treasurer
Date

*Return to Sally-Ann D’Amato (sdamato@smpte.org) along with proposed budget via email or fax
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Sample Section Conference Budget 2015 Quarter 1 Quarter 2 Quarter 3 Quarter 4 Year End YTD
2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget | 2014 Actuals
$ - S o
Income $ - S o
Registration Fees S 3,000.00 S 7,000.00 $ 10,000.00 | S °
Sponsorships S 5,000.00 $ 10,000.00 $ 15,000.00 | S °
Opening Night Dinner Tickets S 500.00 $  3,500.00 $  4,000.00 | $ o
S - $ S
$ 8500.00 $ - |$ 2050000 $ - s - IS - s - 8 - |S 2900000|% S
Quarter 1 Quarter 2 Quarter 3 Quarter 4 Year End YTD
Expense 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget 2014 Actuals | 2015 Budget | 2014 Actuals
Venue Rental S 5,000.00 $ 500000 S °
Catering $ 10,000.00 $ 10,000.00 | $ -
Meeting Space Rental S - S =
AV Rental $ 10,000.00 $ 10,000.00 | $ -
Signage and Promotion S 1,500.00 $  1,500.00 | S °
S - $ S
S - 8 - |S 2650000 $ - s - IS - s - 8 - |S 2650000|% -
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