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VENUE

Grangegorman Campus, DIT

Plenary: Renovated Church (120 pax)*

Parallel Sessions: 3 -4 Breakout Rooms
Exhibition & Poster Area

*If number increase over 120pax we have two other options Kevin St Campus or Bolton St
Campus, both can accommodate up to 400pax
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Delegate Accommodation
We will have a mix of 3/4/5 star hotels available for delegates to book such as:

Hotel: Distance to Grangegorman
Maldron Hotel Smithfield — 3 Star 10 minute walk
Ashling Hotel — 4 Star 17 minute walk
Westin Hotel — 5 star 33 minute walk

L i MEIdron Hotel
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Social Events

Welcome Reception

The BIRES 2017 Welcome Reception will take
place in Grangegorman, DIT. This will allow
delegates the opportunity to make
acquaintance and catch up with old friends
in a relaxed environment

March 6t 2017

Gala Dinner

Venue thc

Options: Kings Inn/Old Jameson Distillery
On this night delegates will be treated to a
sumptuous meal, followed by entertainment
which will prove to be a memorable

experience for all. 3 -2
Old Jameson

March 8t 2017

Distillery

§

6-9 March 2017
PROGRAMME

Monday 6" March 2017 Welcome Reception, Grangegorman, DIT
Tuesday 7t" March 2017

Morning Registration
Morning Tea/Coffee Break
Opening Plenary
Tea/Coffee Break

3-4 Parallel Sessions
Lunch

3-4 Parallel Sessions
Tea/Coffee Break

Closing Plenary
Wednesday 8" March 2017

Morning Tea/Coffee Break
Plenary Session
Tea/Coffee Break

3-4 Parallel Sessions

Lunch

3-4 Parallel Sessions
Tea/Coffee Break

Closing Plenary

Gala Dinner

Thursday 9t March 2017

Morning Tea/Coffee Break
Plenary Session
Closing Plenary

First International Conference of Building Integrated
Renewable Energy Systems 2017 (BIRES)

Conference
Objective
To create a forum on
discussion around
Building Integrated
Renewable Energy
and encourage
students in this area
to advance in the
field.
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INITIAL NEXT STEPS

* Conference Partners Contract to be signed

e  Build Website — domain agreed www.biresdublin.com

* Conference Partners to meet with Local Organising Committee September 27t 2016
* Agree Key Dates (Abstract, Registration etc)

* Agree Conference Registration Fee

* Confirm use of Venue for Plenary/Breakout Sessions/Exhibition & Poster/Catering

*  Confirm Social Events

e Confirm Delegate Accommodation

* Create Promotional Plan

* Set up Consultancy Day with Colm O’Grady, Commercial Director for Sponsorship &

Exhibition
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BIRES 2017, 6 - 9 March, Grangegorman, DIT
Task Completed Q32016 Q42016 Q12017 Q22017
Conference Partners to action (CP)
BIRES Local Organising Committee to action (LOC)
Conference Partners & Local Organising Committee to action (CP &
LOC)

Q32017

Organisational Structure and Planning
i of Local Organisi i

Agree roles
Drafting & signing of Conference Partners Contract
Agree meeting schedule

Agree report formats & dates for key reporting

Meeting Schedule with Conference Partners and Local Organising

Meetings in 2016 - every 6 weeks
Meetings in 2017 - every month

Budget draft one, presentation of draft figures
LOC to sign off on budget

CP to update budget in conji ion with local

Agree registration fees: early, late, member,non-member,
Pro forma inwice issued for payment

Conference Venue
Confirm dates and venue requirements

Site visit to conference venue

Agreement on venue contract for signing
Agree audio-visual spec and stage backdrop

Agree signage
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BIRES 2017, 6 -9 March, Grangegorman, DIT

Task Completed Q32016 Q42016 Q12017 Q22017
Conference Partners to action (CP)

BIRES Local Organising Committee to action (LOC)

Conference Partners & Local Organising Committee to action (CP &
LOC)

Q3 2017

Sponsorship & Exhibition

Consultancy Day with Colm O'Grady re Sponsorship

Signing off of sponsorship by LOC

CP to manage libi once they are - inwicing and
all communications up to the end of the event ensuring all payments are
received before going on site

CP to provide an exhibitors information manual

CP to provide POE to exhibitors and sponsors on request

EJEVAETCHETE
Identifying exhibition requirements, CAD drawing of no of stands within the
space available
Finalising the number of stands, each stand requirements & Set up -

agreeing itions with LOC
Identify precise directi signage requi in venue and ise in a
plan & provide artwork to LOC for sign off
Provision of artwork for additi display ials - regi ion desk,
podium sign, venue layouts
LOC sign off
Printing of signage/display ials and ion for event
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BIRES 2017, 6 - 9 March, Grangegorman, DIT
Task Completed Q32016 Q42016 Q12017 Q22017
Conference Partners to action (CP)
BIRES Local Organising Committee to action (LOC)
Conference Partners & Local Organising Committee to action (CP &
LOC)

Q3 2017

Social Programme

CP to prepare draft proposals for social programme and provisionally hold
venues
LOC to confirm social programme

CP to confirm social programme details

CP to reserve venues, artists/entertainers as per agreed programme

CP to tie down final arrangements with venues on drinks & menus, agree
final numbers and social ications with

LOCP i to draft

Agree speaker expenses and inform speakers of these

Putting together the final content programme

Final programme content confirmed and provided to CP

Booking of speaker accommodation, travel, etc. as per instructions given by
LOC programme committee

Technology
Conference Partners & LOC to identify the best use of technology for the
programme - apps etc...
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BIRES 2017, 6 -9 March, Grangegorman, DIT
Task Completed Q32016 Q42016 Q12017 Q22017
Conference Partners to action (CP)
BIRES Local Organising Committee to action (LOC)
Conference Partners & Local Organising Committee to action (CP &
LOC)

Q3 2017

Promotion & Marketing

Promotional plan to be put together

LOC to identify key member to manage promotion & marketing
Implement agreed areas of the promotional plan - all promotional material
(ezines and artwork) provided by CP as per budget

Providing promotional items for on-going promotion

On-going promotion and marketing

CP to manage and design website
1 set of web updated per week on an agreed day up to 2 weeks post
conference
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BIRES 2017, 6 -9 March, Grangegorman, DIT

Task Completed Q32016 Q42016 Q12017 Q22017
Conference Partners to action (CP)

BIRES Local Organising Committee to action (LOC)

Conference Partners & Local Organising Committee to action (CP &
LOC)

Registration

Provide online registration set up document to LOC
LOC to revert with completed form
Creation of online registration portal
Dewelop URL to link online registration to website

Set up of bank account & Realex account for on-line payments

Q3 2017

Set up of CP conference email address BIRES2017@conferencepartners.ie
to handle delegate registration and accomodation queries

Opening of online registration TBC

Processing of registrations

Answer all delegate emails in a timely manner

Chasing of unpaid delegates

Final Delegate Welcome Email

Provision of full delegate list to LOC in format required

Conference Materials

Identify bag/folder, pen, notebook, name badge, lanyard/bull dog clip
Sign off of conference materials

Ordering of conference materials

Putting together name badges & conference materials

Miscellaneous
Confirm & Brief photographer if required
Confirm floral decorations if required
Confirm speaker gifts if any required
Confirm on site staffing
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BIRES 2017, 6 - 9 March, Grangegorman, DIT
Task Completed Q32016 Q42016 Q12017 Q22017
Conference Partners to action (CP)
BIRES Local Organising Committee to action (LOC)
Conference Partners & Local Organising Committee to action (CP &

Q32017

Supplier briefings - venue and catering
Staff & Volunteer briefings
Set up signage, ibition, poster boards, regi ion desk,
lounge, plenary room, breakout rooms,

Wrap up meeting

Final invoice meeting, presentation of conference reports and audited
accounts in December 2016

Final VAT return for sponsorship & exhibition invoices

Abstract Submission:

Reg Open:

End early reg:

Conference: 6th - 9th March 2017
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BIRES 2017 Conference Partners Team

Future Business Team: Orla Murphy, Senior Account Manager
Operations: Susan Kilcoyne, Conference Account Manager
Operations: Elva Hickey, Director

Sponsorship: Colm O’Grady, Commercial Director
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