NPC MEETING WORKSHEET

	Date:       
	Meeting Class:       

	Title:       

	Meeting Location:       

	

	General Chair
	Technical Program Chair

	Name:       
	Name:       

	Address:       
	Address:       

	Phone:       
	Fax:       
	Phone:       
	Fax:       

	Email:       
	Email:       


Sponsors: Division(s)/Local Section(s)       
Other       
CHECKLIST

CALENDAR PLACEMENT (24 Months)

	Date
	Topic
	Location
	Division
	Contact

	     
	     
	     
	     
	     


1.

Meeting Information Questionnaire
     
2. Calendar Placement Approved
     
Notes:       
3. Preliminary Approval Target Date:       
4. Final Approval Target Date:       
PRELIMINARY APPROVAL (12-18 Months)

1. Preliminary Budget Approval (Class I)       
2. Preliminary Topical Meeting Publication Plan (Class I)       
3. Meeting Information Questionnaire       
(NPC Chair received one copy 3 weeks prior to approval of meeting)

4. Items of Particular Interest:

Scope or Content of the Meeting       
Tentative Outline of Sessions       
Names and Affiliations of Technical Program Committee       
5. Preliminary Approval       
Notes:       
FINAL APPROVAL (18 Months)

1. Final Budget Approved (Class I)       
2. Final Publication Plan Approved (Class I)       
3. Meeting Information Questionnaire expanded to include:

(a) Session titles and outlines of technical content       
(b) Names of session chairs and indication of degree of commitment obtained (i.e. firm, tentative, no contact yet)*       
(c) Same information for invited speakers       
(d) Final membership listing to Technical Program Committee       
(e) Updated meeting time schedule       
(f ) Pertinent details regarding any special events, tours and hotel arrangements       
4. Final Approval       
Notes:       
LETTERS FOR FINAL APPROVAL

	Draft Letter for ANS President       
	Closeout Report to NPC       


* At this stage, the Program Committee expects that no less than 75% of the invited speakers/session chairs have accepted invitations to participate.
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