Conference Web Page Development checklist


Suggested Procedure:

1. Print form and fill out known information and requirements

2. Fill out a Help Desk Ticket to get a Web Page Builder assigned

3. Meet with assigned Web Page Builder discussing the known information 

4. Develop additional information if required

5. Provide feedback to Conference Services Committee for improvement
CONFERENCE WEB SERVICES REQUEST FORM:

Conference Host:




(Name and extension)

Conference name:

Website publication date:
Website to be published on:   PPPL External Page Y/N ___   Other Sites: ___________________
Administrative support:




(Name and extension)

Conference dates: 

Conference location:

Conference cost center(s):


Number:


Approver(s)




Name


Extension

Limit


Number:


Approver(s)




Name


Extension

Limit

WEB PAGES:

Templates Pages:

_√__ Home Page: 


-     Announcements / Sponsoring Organization / Local Organizers / Contact information

_√__ Foreign National Information

· Visa Information

· Letter of Invitation Request 

· Foreign National Visitor Form

· Visa Waiver Info (link)

_√__ Accommodations

· Hotel reservation / info link

_√__ Local Area Information

_√ _ Travel/Airport Information

_√__ PPPL Information and Entrance Requirements
Requested web pages: 

____ Abstract / Paper submissions 


____ Information only


____ Upload capability

____ Proceedings Publication info

____ Program / Schedule 

____ Registration

____ Credit Card Payment Form

____ Event / Excursion Information

____ Other 


______________________________________________________________________________________________________________________________________________________

REGISTRATION PAGE

GRAPHICS:

____ Logos

· Conference logo

· Sponsoring Organizations

DEADLINES:

____ Registration / Cancellation

____ Banquet / Event Reservations & Payment

FEES (MUST BE APPROVED BY PPPL ACCOUNTING)

____ Registration fee 

____ Post-deadline fee

____ One-day or student fees 

____ Refund date / amount

____ DOE non-allowable costs identified

____ Banquet / Dinners


-     Fee

· Optional?

· Included in registration?

· Allowable DOE expense? (Agenda required)

· Location, date, transportation provided

____ Event or Excursion fee

· Optional

REQUIRED PARTICIPANT INFORMATION:

____ Name

____ Institution

____ E-mail address

____ Phone

____Mailing address

____Billing address (If paying by credit card)

· Name as it appears on card

· Company name
· Address (if different)

____ Banquet + Guest attendance

____ Reception + Guest attendance

FORMS:

____ Foreign National Visitor Form (REQUIRED if conference is on-site @ PPPL)

____ Banquet (Meal / Entrée Selection / Guests)

____ Other


Describe:


ACCEPTED FORMS OF PAMENT:

____ Credit Card

____ Personal Check

____ Wire Transfer

____ Cash
ACCOMMODATIONS PAGE

____ Conference Hotel(s) 

· Name

· Location/directions

· Negotiated conference rate

____ Reservations 


-    Reservation code or link


-     Deadline

____ Local transportation provided

· Schedule 
Provided on all templates:

· Local Area Information

· Travel/Airport Information

· PPPL Entrance Information and Requirements

