Title of Workshop 
Chairs:
Name(s) of chair(s)
Organizing Committee: 
Members of organizing committee

Normally, an organizing committee will consist of 4-10 members. It is preferable to have organizers that represent industry, academic and government institutions. 
Meeting Introduction: 
Give a brief introduction to the meeting which you plan to organize. Discuss the focus of the workshop, a brief history of the field, current state and why this workshop will be of interest. 
Budget:

Work with the POLY Business Office (Lesia Linkous, lesiar@vt.edu) to develop this section. The POLY office will discuss with you how POLY-sponsored workshops are organized and operated. It is important to include the POLY Business Office early in the workshop planning to ensure a successful workshop. 

Additionally in this section, discuss what funding sources you anticipate to secure to aid in funding the workshop. A common funding source is industry sponsorship. The additional funds raised for the workshop can be used to cover items such as travel for invited speakers (and organizing committee), food and beverages for poster sessions, and other items which enhance the experience of the workshop attendee. 
Location and Dates:

In this section propose the locations and times of the year which you think it would be desirable to hold the workshop. It is important to work with the Workshop Committee and the POLY Business Office to minimize overlap with related workshops and symposia. 
Topics
Provide a high level overview of key topics which are to be presented during the workshop. Think about the field as a whole and what topics will ensure a well-attended workshop.  
Vision:

What is your vision of this meeting and where do you see this meeting going in the future. 

Use the below guide to aid in the development of the workshop and the proposal. Provide as much detail as you find necessary to adequately cover the planning of the workshop. Workshops are a rewarding experience for both organizer and attendees. Once you have completed the above sections, submit the proposal to Lesia Linkous (lesiar@vt.edu, phone: 540-231-3029).  
Guide to Successful POLY Workshops

Polymer Chemistry Division ACS

Best Practices for Organizing and Running a POLY Workshop

1. Choose a timely topic. The timeliness of the topic is essential.  Whereas it is useful to consider a field that is up-and-coming, even a traditional field can be successful if it is attractive and in demand.

2. Need a workshop chair who is not only well-known in the field but also a good organizer, a fund-raiser, and capable of working with people.

3. Work closely with the Business Office and the Workshop Committee.
Mechanics of Organizing a Workshop:

1. Decide on the topic, the members of the organizing committee, and key speakers way ahead of time. Ideally 1½ years ahead of time. 

2. Enlist and confirm speakers early if possible.  Recruit invited speakers and make up a preliminary program (including a list of speakers and titles).

3. Submit proposal: Once you have completed the proposal, submit it. The proposal then undergoes a formal review by the Workshop Committee, which can move it forward to the Executive Committee for final approval, or work with the organizer(s) to revise and strengthen the proposal. 
4. Work closely with POLY. Once a decision is made to offer the workshop, the organizer needs to work closely with the Business Office to plan on the location, logistics, and cost of the workshop. It is important to have a technical & business plan that will be successful with respect to scientific content and financial return.  All budgets must be approved by the POLY Treasurer.  Budgets/registration fees are finalized once event site-contracts are signed
5. Promote like crazy! Once the proposal is approved, including the location, date, title, and list of speakers (confirmed speakers, preferably), and contract signed, then it is a matter of getting the word out.  The organizer should work with the Business Office to coordinate an advertising campaign.  Use multiple communication media.  Two common ways are the POLY list server and the brochures and personal contacts at the ACS national meetings.
6. Remind people!  People need time to plan their meeting schedule and ask for permission to travel.  They need to be reminded.  Provide regular reminders on the e-list and other modes of communication.
7. Run a good workshop. Work closely with the Business Office. They have the experience to make things successful, e.g., location, lodging, food, networking events, CD and abstracts.  As for the workshop itself, keep it lively, keep it on time, and encourage discussion.  Make it enjoyable and informative for the participants to come back!
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