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American Society for Environmental History (ASEH)

Annual Conferences

General Objectives

ASEH’s annual conference is one of the most important services that the organization offers its members. This meeting provides a forum for scholars and professionals from a variety of disciplines to exchange ideas about their work and to learn about new developments in the field of environmental history. It allows participants to renew acquaintances with distant colleagues, while building new relationships. It encourages established scholars to interact with students, who represent the future of ASEH as well as that of the field. It also provides career development, training, and opportunities for scholars to meet with publishers. Lastly, the annual meeting increases the visibility and credibility of ASEH, and ideally should result in increased membership.

Given the importance of the annual conference, the ASEH executive committee prepared the following guidelines to assist in its planning. These guidelines are intended to provide a general framework rather than to dictate a rigid blueprint. It is essential to realize that these guidelines do not provide step-by-step instructions for what to do in every instance and every possible set of circumstances. ASEH recognizes that each meeting is unique, affected by factors that vary from year to year, such as location, timing of other conferences, weather, and general economic conditions.  
ASEH also encourages its local arrangements committees to think creatively and to try new things. When in doubt, the local arrangements chair should consult the executive director (director@aseh.net), who might also consult the president and vice president. Please note that there is a companion set of guidelines for the program committee. Every ASEH conference program should evolve as a result from interaction among program committee members and consultation with the executive director and officers.

These guidelines address procedures common to most ASEH conferences, including the following:

· Proposing to host an annual meeting

· Responsibilities of the local arrangements committee
· Responsibilities of the program committee
· Joint meetings with other professional organizations

The guidelines also provide suggested schedules for planning these events, along with sample templates for budgets and conference programs. They further include tips and suggestions from previous local arrangements and program committee chairs.

The ASEH executive committee wishes to acknowledge the contributions of earlier conference reports, particularly those of Kathleen Brosnan, Jacqueline Corn, Marty Melosi, Hal Rothman, and Melissa Wiedenfeld, whose ideas and suggestions are incorporated here.

I. 
PROPOSING TO HOST AN ANNUAL MEETING

ASEH meets on an annual basis, usually during the spring, in March or April. Typically its conferences attract around 600 people, and the objective is to rotate the locations around North America, mostly within the continental United States, from year to year.  

Anyone affiliated with a university or an agency that promotes environmental history can submit a proposal to host an annual conference to ASEH’s site selection committee. Although proposals cannot come from or be initiated by local Convention and Visitors Bureaus, CVBs can provide information on the local area and can facilitate local contacts. Details regarding deadlines and formats for conference proposals are provided in the newsletter and on the website.  

The following factors should be addressed in the proposal:

Meeting Site

The annual meeting may be held in any location that possesses appealing meeting and lodging facilities, a core of local institutions and organizations that can serve as co-hosts and assist in local arrangements, and a variety of attractions would be of interest to environmental historians. The annual conference rotates around the country, and meeting sites should reflect the broad geographical representation of ASEH’s membership. The local arrangements chair should reside in our very near the proposed city or location.
Dates for Annual Meetings

ASEH holds its annual meeting during the spring, in March or April, though some conferences have been scheduled for late February. Typically the conference runs from Wednesday evening through Saturday night, and pre-conference activities may be scheduled as early as Wednesday morning. Field trips of interest to environmental historians are scheduled during the conference, preferably on Friday afternoons. Occasionally local arrangement teams organize all day or overnight field trips after the conference. Sessions may span from Thursday through Saturday afternoon. This schedule should minimize the absence from classes or work for most attendees.  

It is best when planning to host a meeting to avoid times that conflict with other professional conferences (such as the Organization of American Historians, Association of American Geographers, and National Council on Public History) and major holidays (such as Passover, Holy Week, and Easter). 

Transportation

Access to the proposed meeting site must be both reasonably priced and efficient. All due consideration must be given to travel time and time changes for people coming from opposite coasts. The host site should possess a major airport serviced by several leading airlines. There also should be convenient ground transportation access to the conference hotel. Easy accessibility by car is another consideration. Use of public transportation should be encouraged. 

Facilities

The host site should offer a variety of activities and places of interest to environmental historians. It may be complemented by facilities at a convention hotel, convention center, or university.

The selected conference hotel must have an adequate selection of rooms for guests (a minimum of 850 room nights or a selection of nearby hotels that could serve as alternative lodging), meeting rooms for regular sessions, committee meetings, and plenary sessions (a minimum of 10 rooms), and interesting locations for receptions and special events (such as a local museum,  historical society, or park).

The meeting rooms, reception areas, and field trip spaces must be accessible to everyone, including people with disabilities. 

Local Hosts

One university or institution may serve as the principal host of the meeting. It is recommended that several institutions join together in sponsoring an annual meeting and to assist in overseeing local arrangements.

Local hosts should try to identify and secure sponsors for the annual meeting. Universities, institutions, and/or businesses may be willing to contribute money for the meeting and its related expenses, or to sponsor special events such as keynote addresses and receptions. In each case, sponsors will be recognized in the annual meeting’s printed program and by signage. In-kind services, such as help at the registration desk during the conference, is also very valuable. [See section titled “Sponsorships.”]
Revenue
Because ASEH’s annual meeting is an important revenue-producer and because the executive director’s office devotes so much time to conference planning, the executive committee requests that the annual meeting be budgeted to yield at least $10,000 to cover overhead. Accordingly, budgeting should be completed with this goal in mind.  The revenue goal can be reached in a variety of ways, including the following: 
· Securing underwriters and sponsors for special events

· Securing donations of equipment and services (such as audio-visual and clerical) from host institutions

· Securing underwriters for keynote and plenary speakers
It is important to keep in mind that the annual conference is considerably expensive for many ASEH members – especially graduate students. In any case, at the very least the annual conference expenses must not exceed the revenue for the conference.  The Appendix includes a sample budget.

Schedule for Proposal

In an effort to ensure adequate time for planning the annual meeting, the ASEH executive committee requests that sites for annual meetings should be identified three years from the date of the intended meeting. This schedule affords the opportunity to address the details of local arrangements, identify potential co-hosts and sponsors, and publicize the event far enough in advance.

Format of Proposal

The proposal should include the following components:

1. A brief statement explaining the advantages of the location.

2. A demonstration of the strength of local support with information about individuals, institutions, and agencies that would work together to plan a successful conference.  Letters of intent, including offers of tangible support, strengthen the proposal.

3. A description of potential arrangements for hotels, meeting facilities, special events, field trips, and transportation, with approximate costs.

4. Proposed dates for the meeting (generally between March 15 and April 15). 

5. A proposed local arrangements committee (at least three members), including a chair.

The ASEH site selection committee will consider the following points in reviewing proposals for annual meetings:  

1. Is the site an appealing location that will encourage individuals to attend and participate in the special events?

2. Are the hotel and ancillary activities suitable for the meeting?

3. Do the hosts have the resources of an organization behind them?  Planning a conference is a complicated, time-consuming, labor-intensive task that requires participation of a support staff.  Proposals should therefore outline the nature of this support, as well as backup personnel in case the local arrangements chair cannot complete all duties and responsibilities. As noted, the local arrangements chair should live in the proposed city or location.
4.What are the fundraising possibilities?

II.
RESPONSIBILITIES OF THE LOCAL ARRANGEMENTS COMMITTEE
For the most part, the local arrangements committee is responsible for arranging events and logistics, with the assistance of the executive director, who is most often not local. The local arrangements committee is responsible for the following:

1. Chair also serves on the program committee, which is responsible for the intellectual content of the meeting. The chair may designate another member of local arrangements to serve on the program committee.
2. Chair also serves as a co-signatory for the conference bank account, set up by the executive director.

3. Chair or designated member works with executive director to select and negotiate a contract with a local hotel or conference center.

4. Chair or designated member works with executive director to prepare a proposed budget and to post registration fees.

5. Chair works with the program committee chair to identify and obtain a keynote speaker.

6. Chair works with the executive director to select the appropriate time and location for the presidential address (every two years) and presentation of awards (annually).

7. Helps locate staff and equipment for registration (volunteers – typically students – can be offered free registration in exchange for four hours of work).

8. Works with executive director to arrange for audio-visual equipment.

9. Works with executive director to arrange for field trips and special events.

10. Works with executive director to prepare the conference program.
11. Works with executive director and the graduate student liaison to plan special activities for students. [Note:  The meeting should include a student reception, which could be hosted by an underwriter, such as a local university.]

General information on preparing for a conference is provided below.

Hotel and Conference Center   

The local arrangements committee identifies and works with the planning and sales personnel at the hotel, in consultation with ASEH’s executive director. Arrangements should be concluded and the contract signed (typically by the executive director) two years in advance of the meeting.  This lead time provides conference organizers the opportunity to announce room rates so individuals may submit travel requests for the year and plan accordingly.  

ASEH’s president and executive director review the contract, which is signed by the president or executive director.
The selection of a hotel is very important.  The facility must be conveniently located and should be accessible to interesting sites and activities in the area. Conference attendees should be able to visit local sights or to move around the area easily. Many people will wish to use public transportation or a shuttle to their hotel and will not want to rent a car.

Attendance for ASEH annual meetings is generally around 600 people.  Sufficient number of “room nights” must be reserved for the anticipated number of attendees (typically 850).  The hotel planning/sales staff can help determine the number of room nights needed.

The hotel should reasonably priced (ASEH’s executive director can provide more information). It is a good idea to identify at least two other less expensive hotels near the conference hotel, which individuals like graduate students or new professionals who are on a restricted budget may use. 

Determine whether the hotel provides childcare programs or services and summarize them in the program registration materials. In consultation with the executive director, ask for information on the hotel’s green practices and labor policies.

Note: It is essential that the hotel allow ASEH to bring in Audio Visual equipment from an outside source; this is a deal-breaker in ASEH contracts.
Rooms

The local arrangements committee shall reserve a block of rooms that will accommodate the anticipated number of registrants for the duration of the meeting. Request that the hotel reserve a block of rooms at a discounted rate for graduate students.
Some hotels offer complimentary rooms or suites, which can be used for the keynote speaker, for a reception, or for another use that the Local arrangements Committee deems appropriate.

Charges for meeting rooms are generally tied to the number of rooms occupied and utilized (averaged over the course of the conference).  The budget and registration fee must include any room rental fees that logically might be charged.  If possible, the local arrangements chair should negotiate free meeting rooms based on the "pick-up" (rooms usually occupied) and the food business generated for the hotel. 

Lobby and Other Facilities

The success of annual meetings is heavily dependent upon the location of the meeting, the location of the hotel within the community, and the amenities offered by the hotel. Since networking is a primary activity at annual meetings, the hotel and convention site must be convenient and comfortable for conferees. The hotel/convention center should include a comfortable lobby area with space outside meeting rooms that will accommodate casual conversations. Restaurants and bars should be available within the hotel/convention center and conveniently nearby where people can congregate and talk.  


Meeting Rooms and Exhibits Hall
Besides the professional enrichment encountered in sessions and workshops, the annual meeting is a time in which much of the organization’s business is conducted. Therefore, there must be sufficient meeting rooms available for the executive committee and committee meetings as well as for program sessions and workshops.   

Rooms specifically required on an annual basis include the following:

1. One conference room (with conference table capable of accommodating at least 20 people) for various purposes (including interviews, if needed), and the ASEH Executive Committee’s annual meeting, which generally last 4-5 hours on Saturday afternoon. 

2. One room, theater style, for the ASEH business meeting.  This meeting is usually scheduled for Saturday, late afternoon or early evening. 

3. One large banquet room, for lunch and dinner banquets (every two years the president will deliver his or her address). Often the banquet room can also serve as the space for the plenary session(s).
4.
One exhibits hall that can accommodate 40 tables and 50 posters.  The book exhibits have become an important component of ASEH conferences. There should be one room dedicated as an exhibit hall where book dealers, organizations, and institutions may set up display booths or tables. In the past, this area has also been used jointly for coffee breaks, which has produced increased traffic in the exhibit hall. ASEH reserves two of these tables free of charge. Note that the executive director will communicate with the publishers and exhibitors and will set up a registration system for them to reserve and pay for tables. The executive director will also arrange the layout for the exhibit area with the hotel. Some conferences offer poster sessions, which are often scheduled in the exhibits hall, along with the book displays.

5.
Session rooms. There should be at least ten rooms to accommodate the concurrent sessions. These can vary in size, with some holding 25-35 people and some holding up to 50-75 people.  The number of rooms needed will depend upon the number of concurrent sessions.  

If meeting rooms are not in a single central location, or if there will be off-site sessions, the local arrangements committee needs to consider how to move people around in a timely and comfortable manner, arranging for transportation if necessary. 

Meeting rooms should all be in easy proximity to one another and should be accessible to people with disabilities.  

Meeting rooms should be set up so that late arrivals and early departures do not disrupt the session. If it is not possible to have alternative room arrangements to deal with this problem, you should reject the site.

Podiums and sound systems (which may be required for a larger room) should be provided by the conference hotel, usually without any service charge (this will need to be negotiated with the contract).
Field Trips

Most annual meetings include a variety of tours of local sites that appeal to environmental historians. If possible, field trips should reflect the theme of the conference, enhancing the sessions. Conference attendees should find field trips educational and entertaining.  

As a rule, the local arrangements committee should limit the number of different field trips to eight, to ensure sufficient enrollment.  Field trips generally take place on Friday afternoon and they do not conflict with sessions.  As a matter of policy, field trips are an appealing but non-essential component of the conference and break even in terms of expenses and fees collected.  Special arrangements for tours may include transportation, box lunches (if warranted), entrance fees, and tour guides.

Often field trips will involve the use of a bus or transportation company. The local arrangements committee can negotiate for a discount, if the company will provide several buses for different trips.

Receptions

Annual meetings include special receptions at appropriate times. One reception should be devoted to graduate students, providing them the opportunity to meet each other and interact with senior members of ASEH.  Other receptions may be scheduled prior to dinner events. Receptions must accommodate people who do not drink alcoholic or caffeinated beverages.

Receptions may be located at the convention hotel or off-site. If outdoor events are proposed, climate should be carefully considered and conferees should be notified in advance if special attire may be needed.

It is a good idea to attempt to secure sponsors for receptions.  These could ay include local universities, governmental agencies, historical societies and agencies, or businesses.  

Meal Functions

All meal functions at the annual meeting require pre-registration in order to assist the hotel’s banquet manager in planning for the meals. The local arrangements committee should assume that there will be at least 10% increase in requested meals at registration.

Meals at the conference should be of high quality, though reasonably priced. Menus should accommodate not only vegetarians and vegans, but also low-sodium, low-fat, and kosher attendees' needs, as best as possible.  

The number of breakfasts, luncheons, and banquets will vary with each annual meeting. Regular meal functions tend to include the following:

1. Lunch Banquet, including the presentation of ASEH awards (annually) and the president’s address (during odd years).

2. A dinner banquet at which a special speaker may deliver a keynote address.  

These meal functions are flexible; local arrangements should work closely with the executive director to coordinate these events.

See example of a conference schedule in Appendix.

Program Preparation 

The expense of formatting and printing the annual meeting program can be considerable and should be included within the meeting budget. If the local arrangements committee can secure an underwriter to cover the cost of one or both expenses, this will work towards achieving the revenue goals for the annual meeting.

The program and registration materials should have a professional, high quality appearance.

Program and registration materials should include all information pertaining to the conference. It should show the schedule for all public events (sessions, field trips, banquets, receptions, and business meetings), semi-public events (executive committee and committee meetings), and other miscellaneous activities. The executive director will provide statements on sustainability, family activities/child care, and other relevant information for the program.
Registration details should include prices for the following: 

- Members: early and late registration

- Non-members: early and late registration

- Students (suggested half price of full registration) 

- Spouse/Partner rates:  early and late registration 

- Single day registration

-Field Trips, Meal Functions, and Special Receptions

The deadline for early registration should be approximately three weeks prior to the start of the conference. Early registration should include at least a $20 discount from the regular registration rate.

The local arrangements chair and executive director work together to prepare the conference program, producing a draft for the local arrangements team’s review by October 31.  Comments/corrections must be returned to the committee by November 30.  The final draft of the program should be posted on the website by January, and it should be printed (650 copies) by February. ASEH no longer mails its printed program.   

Arrangements for printing should be discussed with the Executive director. It is highly preferred for the local arrangements committee to handle the printing from its headquarters, which, unlike the executive director’s office, are local. However, in the event that is not possible, both printing and shipping may be coordinated through the executive director.  

Following the end of the conference and the closing of the records, the Local arrangements chair will forward all conference files, especially financial records, to the executive director. 

Budget Preparation 

A budget is a careful plan that balances expenses against the anticipated income. It should clearly distinguish between items included in the registration fee and those that are optional items. In preparing a budget, it is useful to break down expected costs by per person fees in order to determine a realistic registration fee.

Income/revenues/expenses to be considered in addition to registration fees:

1. Corporate or organizational sponsorships

2. Costs/revenues from exhibits

3. Revenues from advertising in the conference program
The budget costs must include (where applicable) fees for the 

following: 

1. meeting room rentals

2. exhibit tables, linens, and electricity

3. internet connection fees

4. complimentary receptions, including bartender expenses

5. buses or other transportation that is part of the program
6. printing and mailing the annual program
7. registration materials, including name tags and holders

8. audio-visual equipment and support
9. field trips

10. meals, coffee breaks, box lunches for tours

11. supplies

12. keynote speaker’s honorarium and other honoraria
For optional events, prepare the budget so that if only a minimum number of people register, the events will be able to proceed. Canceling special events is not recommended.

The registration fees must cover all expenses for the conference as well as any special events.
See sample budget in Appendix.
Fundraising and Sponsorships

In 2013, ASEH’s executive committee approved the following policy with regard to conference sponsorships:
Individuals and organizations may provide financial sponsorship for ASEH conference activities outside the regular schedule of sessions. Such events include, but may not be limited to, plenaries, field trips, workshops, and receptions. Tiers of sponsorship, reflecting different levels of prominence in ASEH publications, will be determined by the executive director, president, and local arrangements committee.

Each local arrangements team will meet with the executive director early in the planning process (no later than 12 months prior to the conference) to draft a conference fundraising/sponsorship plan that complies with ASEH’s donation policy [see appendix]. This coordination of effort will ensure that ASEH’s representatives approach potential donors in an organized, consistent fashion – and that the same donors are not unwittingly approached by multiple representatives. The local arrangements team and the executive director will develop a tier system of sponsorships appropriate for that conference, noting levels of contributions and the credit provided (such as listing in the conference program, logos in the conference program, listing on the website, in program apps, and other locations). Every conference is different, making coordination at the outset essential. Any conference donation from a single entity that exceeds $10,000 will be approved by ASEH’s executive committee.
III.
RESPONSIBILITIES OF THE PROGRAM COMMITTEE
There is a separate set of guidelines for the program committee. The basic responsibilities are summarized below, as this committee includes the local arrangements committee chair. The program committee is responsible for the intellectual content of the meeting.  Its members oversee the following:

1. Develop a conference theme or focus and decide upon an appropriate deadline for the call for papers.  This notice is published in the ASEH Newsletter and placed on the Society’s website. 

2. Issue the call for papers at least 12 months in advance of the meeting.  If possible, provide announcements of the call for papers at the preceding annual meeting.

3. Include information on ASEH travel grants in the conference announcements (ask the Executive director for more information).

4. Receive proposals no later than mid-July.  Evaluate proposals and finalize decisions by September 1.

5. Work with the local arrangements chair to identify and obtain a  keynote speaker and speakers for a plenary session. Coordinates with executive director about honoraria and payment of expenses.

6. Coordinates with local arrangements committee to determine the number of meeting rooms needed for concurrent sessions and scheduling special events in the program.

IV.
JOINT MEETINGS WITH OTHER PROFESSIONAL ORGANIZATIONS


Occasionally, ASEH has the opportunity to hold its annual meeting in conjunction with other professional history organizations. Such a meeting may be approved by the executive committee only if a clear agreement can be reached regarding expenses and profits that are acceptable to the ASEH site selection committee and executive committee.
V.  CONCLUSION
The local arrangements committee plays an essential role in ASEH, which relies on volunteers to organize and manage its annual conference – and the executive committee greatly values the annual contributions of the local arrangements committees, without which our meetings could not take place. As noted, these guidelines do not provide a blueprint for every task and circumstance encountered during an annual conference. The Appendix below provides additional information. Please consult with the executive director about exhibits, field trips, receptions, and other features of the annual conference (director@aseh.net); additional reports on these events are available.
APPENDIX 1


Sample Outline of Annual Meeting

The meeting should be planned to include activities spanning from Wednesday through Saturday night or Sunday morning.  

Day 1 Wednesday (optional)


Registration begins – afternoon

Reception – evening 

Day 2 Thursday
Registration – all day

Exhibits – all day

10 concurrent sessions – all day


Luncheon – ASEH awards (annually) and presidential luncheon (during odd years; could include another speaker during even years)

Committee meetings – as requested

Plenary Session – evening 

Day 3 Friday

Registration – half day
Exhibits – half day
10 concurrent sessions – morning only
Field Trips – afternoon
Student reception – evening [could be moved to Thurs. evening]
Editorial board meeting – evening [coordinate with journal editor]

Day 4 Saturday

Registration – half day

Exhibits – half day

10 concurrent sessions – all day

ASEH executive committee meeting

Annual business meeting – late afternoon/early evening

Evening banquet, with speaker

Day 5 Sunday (optional)



Morning sessions (if necessary; generally not desirable)

APPENDIX 2

Sample Budget [to be provided]
APPENDIX 3

Suggested Timeline for Planning an Annual Meeting

3 years prior to meeting - site proposal due to ASEH site selection 

committee
2 years prior - hotel contract signed

1 year prior - call for papers issued with distribution at preceding annual 

meeting and to various sources, including ASEH website
1 year prior - approach keynote and plenary speakers

8 months prior - session proposals due (program committee)
7 months prior - decision on proposals with submitters notified (program committee)
6 months prior - letters to presses for exhibits and advertisements for program
6 months prior - finalize arrangements with plenary and keynote speakers

5 months prior - rough draft of program
4 months prior – post the program on website

3 months prior - field trip arrangements, including bus/transportation contracts, finalized
2 months prior - program sent to printer

1 month prior - menus and catering arrangements finalized

2-3 weeks prior - early registration deadline
2-3 weeks prior - follow-up notice to presses regarding exhibits (set up hours; shipping instructions)
1 week prior - prepare registration packets
APPENDIX 4

Donations Policy [to be provided – pdf file needed]
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