	CLASS
	     
	DATE SUBMITTED
	     


TOPICAL MEETING INFORMATION QUESTIONNAIRE

This form must be completed and (one copy) in the hands of the ANS National Program Committee Chair three (3) weeks prior to the Screening Subcommittee meeting that is scheduled 12 to 18 months in advance of the dates of the proposed topical meeting. Thirty (30) copies of this form are to be distributed at the Screening Subcommittee meeting. The Screening Subcommittee normally meets in February, June, July and November. A copy of this completed form, and appropriate attachments including a preliminary budget must also be sent to the ANS Director of Meetings. The form must be updated for final approval and resubmitted to the NPC Screening Subcommittee approximately eight (8) months before the meeting.

	Calendar Placement
	Preliminary Approval
	Final Approval


GENERAL INFORMATION

1. Name of meeting:
     
2. Location and headquarters of meeting:
     
3. Date of meeting (complete dates) dates):
     
4. MAJOR SPONSOR(S):

ANS Local Section:
     
ANS Division(s):
     
COSPONSOR(S):

United States:

     
International:

     
5. Name, address, title, phone number, facsimile number and email of:

General Chair:

     
Program Chair:
     
6. Who will make presentation to Program Committee:
     
6(a) Attach list of Technical Program Members

TECHNICAL CONTENT

7.  General description of meeting:
     
7(a) Attach separate sheet detailing topics of proposed sessions.

(Note special rules that apply to section-sponsored meeting.)

8. Approximate number of papers to be presented:
     
There will be:

      half days with one (1) session
      half days with two (2) simultaneous sessions
      half days with       simultaneous sessions
and       half days with       simultaneous sessions

(The NPC discourages meetings with more than three simultaneous sessions per each half day meeting.)

ATTENDANCE

9. Estimated attendance at meeting:
     
10. Restrictions, if any, on attendance:
     
(It is a Society policy to discourage restrictions that will limit attendance by ANS members.)

PAPER SOLICITATION

11. Will contributed papers be considered? (Please choose one)
 FORMDROPDOWN 

12. If invited, who selects the authors to be invited?
     
13. Will a Call for Papers be issued? (Please choose one)
 FORMDROPDOWN 

14. If a Call for Papers will be issued, please indicated how, when and where:       
15. Who may contribute papers? (Please choose one)
 FORMDROPDOWN 

16. What is the deadline for summaries?
     
17. What is the deadline for complete papers?
     
18. Who is responsible for review and selection of contributed papers?
     
PUBLICATION OF SUMMARIES AND PAPERS
19. Will summaries (ANS TRANSACTIONS) be available?
 FORMDROPDOWN 

20. Will full papers (PROCEEDINGS) be available?
 FORMDROPDOWN 

21. If so, in what form?
 FORMDROPDOWN 
 
Other (Please describe)
     
22. When will the PROCEEDINGS be available?
     
(Society policy requires publication within 6 months after meeting)
23. Where can they be obtained?
     
What will they cost?
     
(a) Have publication plans been discussed with MPTC?
 FORMDROPDOWN 

(b) Have publication plans been approved by MPTC?
 FORMDROPDOWN 

EXHIBIT INFORMATION

24. Is an exhibit planned in conjunction with the meeting?
 FORMDROPDOWN 

25. How many exhibitors do you expect?

26. Include a brief statement on why the proposed location for the meeting was chosen.
     
FINANCES

27. Has financial structure of the meeting been discussed with the ANS Director of Meetings?

 FORMDROPDOWN 

(This should be done prior to the request for preliminary approval.)

28. Has budget been approved?
 FORMDROPDOWN 

If no, when will it be presented for approval?
     
NOTES:
1. Final approval for the meeting comes from the President of the society. His approval is dependent on a program approval by the ANS Program Committee. Budget approval by the ANS Director of Meetings and approval of publication plans by the ANS Manager of Scientific Publications.

2. The "Topical Meetings Information Questionnaire" was constructed to assist both the organizing group and the NPC in collecting the necessary information for both the preliminary and final review and approval. It is a general questionnaire devised to assist in a wide range of potential proposals and must be supplemented by the information outlines on page 26.

3. Your meeting will be added to a preliminary list of ANS meetings after Calendar Placement has been received. Therefore, it is the responsibility of the General Chair or his/her designated appointee to inform the NPC Chair and the ANS Director of Meetings of any/all changes relating to the meeting (i.e., meeting, names/dates/chairs/ sponsors, etc).
Topical Meeting Information Questionnaire

Page 1 of 3

