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BUSINESS CASE for a Manchester Metropolitan University sponsored conference
	Conference Title
	

	Date(s) of Event
	


Overview : an outline business case needs to be developed for all sponsored conferences
	The aim of this is to:

· Identify the objectives of the event
· Identify the benefits and the feasibility of the event’s success 

· Identify the costs associated with delivering the event and how these will be met

· Provide an understanding of how the event will be delivered

· Highlight any problems or risks to which the event may be subject

     


Objectives and measures of success
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              Generates income for the University
              Links to the strategic objectives of the Research Centre/Faculty/University
              Contributes to academic/research PR
               Contributes to business engagement
              Impact activity : how will this be measured?
(please tick all relevant boxes)            
Further information: 
               ………………………………………………………………………………………………………………………………………………………………………..

               ………………………………………………………………………………………………………………………………………………………………………..          



Event Summary

	Type of Event 
	

	Timings of Event
	

	Target Audience
	

	Number of Delegates
	

	Preferred Location
	

	National or International Event?
	

	Please provide the destinations of the past two events and the number of attendees.
	

	Key Contact 
	

	Department
	

	Faculty
	

	Link with external organisation                 (if applicable)
	

	Formal bid submission 
	No             Yes

                  Submission deadline (dd/mm/yy): ………………………………........   

	Local Organising Committee :
Please provide proposed names, organisations, roles
	……………………………………………………………………………………………………….
……………………………………………………………………………………………………….
……………………………………………………………………………………………………….
……………………………………………………………………………………………………….


	Who will underwrite the event?
Name:
Job Role:
	………………………………………………………………………………………………………


Resource : consider what facilities are required for this event and check availability with the conference and events team at the earliest opportunity to ensure it is feasible to progress your event
	   
	Estimated Attendees
	Requirements / Size

	Plenary
	
	

	Breakout rooms for workshops/sessions
	
	

	Exhibition : Shell scheme
	
	

	Exhibition : Poster stands
	
	

	Exhibition : Table Top  
	
	

	Conference Dinner – internal or external
	
	

	Social Programme – internal or external
	
	

	Residential Accommodation (av. July/Aug)
	
	


Please consider the information in the following three sections, should you require any clarification, please contact the Conference and Events team.
Organisation : the appropriate resource must be in place to ensure effective delivery
	· Conference Registration (Manchester Met Conference & Events should provide this service)
· Marketing (Faculty/Research Centre Marketing Officer)

· Website (Faculty/Research Centre Web Officer)
· Abstract Management
· Financial Support
· Administrative Support (Faculty/Research Centre)
· On the Day Delivery (this can be arranged through Conference and Events)
· Other Services (Conference and Events can advise)



Approach : due consideration must be given to the following
	· Risk Assessment 

· Insurance implications

· Legal implications

· Public relations impacts

· Impacts with any other Manchester Met or partner groups

· Sponsorship opportunities



Risks : may impact on successful delivery
	· Similar event taking place at the same time may impact on delegate numbers
· Low attendance due to the time of year
· Insufficient funds to cover costs
· Poor attendance due to unrealistic expectations i.e. lack of advance notice
· Inadequate staffing resource
· Highlight additional concerns and what controls need to be put in place to monitor and manage progress:

……………………………………………………………………………………………………………………………………………………………




Financial Considerations : where is your funding coming from?
	          
                    Delegate fee
                  Sponsorship – in kind      and/or             Sponsorship - £ cash
                  Research grant
                  Manchester Met budget
(please tick all relevant boxes)             
How many delegates do you anticipate/does this conference normally attract?
For ‘homegrown’ conferences – where does your estimate of numbers come from?

               ……………………………………………………………………………………………………………………………………………………………



	A Cost Checklist supports with the Business Case as part of the approval process, providing a breakdown of your anticipated income and expenditure.  The Conference and Events team will help you complete the cost checklist.

1. Income                   

2. Expenditure 
        
3. Profit (shortfall in brackets)    



The following signatures are required within 28 days of submission to obtain financial approval and progress the event.  A project code will not be allocated by the Faculty Accountant without all signatures.
	Date of submission:

Submitted by:


	Signature of key Manchester Met academic: 


	

	Date of approval:

Approved by:


	Signature of Research Centre Director:


	Date of approval:
Approved by:


	Signature of Faculty Pro VC:


	Date of approval:

Approved by:

	Signature of Faculty Accountant:
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