Guidelines for convenors of events at the IMR
Project finance
1. Events at the IMR are held in collaboration with one or more academic institutions which are expected to contribute to the funding of the event. The IMR will also make a financial contribution.
2. The convenor of the event should discuss budget requirements with the IMR Director and Admin. Manager at the initial planning stage of the event, using the IMR’s budget template as the basis for the discussion.

3. Any applications for further external funding (e.g. to charitable trusts and foundations) should be made in consultation with the IMR Director.

4. Convenors should not commit to spending outside the agreed budget without consultation. The IMR cannot accept responsibility for any expense so incurred.

5. The current standard IMR delegate fees will normally apply as a minimum with upward adjustment to cover extra needs (performer fees, drinks reception, etc.). Fees are set at the level required to recover the full economic cost of the conference. Any surplus will be retained by the IMR unless otherwise agreed.

6. Bookings and payments for the event will be handled by the IMR.

7. The IMR will provide administrative support during the day(s) of the event and this will be charged to the event budget.

IMR Contribution

8. The IMR will provide room(s) with standard audio-visual equipment. Please note that  additional equipment required and technical support will be required for events in Chancellor’s Hall at extra charge.
9. The IMR will provide e-publicity and publicise the event in the IMR brochure and on its website. Additional publicity and marketing may be organised.

10. The IMR will organise the provision of refreshments via the University of London’s contracted caterer.

Publicity

11. The IMR logo will be supplied and should appear on all publicity.

12. Copies of all external publicity material should be supplied to the IMR.

13. The programme for the event should be submitted in draft to the IMR Director for discussion of any practical implications. The final programme should be forwarded by the convenor to the IMR for inclusion in the IMR’s website in good time before booking opens.
14. Arrangements for any bookstalls, display stands and any advertisements or publishers’ inserts in delegate programmes should be handled by the IMR, and standard IMR rates will apply.

Presentations

15. Convenors are encouraged to ask speakers to provide audio or video files, materials and presentations in advance.
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