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13                          Conf2.doc: CONFERENCE FINAL REPORT

As explained in point 6 of the approval letter, we ask for a final report to be submitted after the event. This will enable us to share your data as widely as possible and to help us in organising future events. So please complete this as fully as you can and email to:

conferences@iwahq.org  or fax to +31 (0)703 477 005.
	Conference Title
	

	Venue:
	

	Date:
	

	Name of Organiser:
	


The final report of your conference should be formed by three parts:

1. A document which provides an overview of the conference and highlights all those recommendations that were made during the event.

2. A section that quantifies the conference participation and its financial outcome.

3. A section that evaluates the support provided by IWA

This document will explain you what you need to produce on each of the sections and how we will use this information.

If you have any queries, please do not hesitate to contact us.
1. Review Document of the Conference 

You will need to produce a document in where the conference is reviewed.
The main reason for this review is to keep a record of the conference on our website and pass it on to the SG leader and the next organiser. Nevertheless,  IWA  could use your review (or part of it) in different ways; such us publishing it in our publications – Water 21, Newsletter, Annual Review, Website etc.
The article will need to cover these points:

· What was the background of the conference?

· What are the main findings and conclusions of the conference?
· What are the highlights of the conference?
· What issues from the conference should be:

· Passed onto practitioners
· Passed onto Regulators
· Be the subject of IWA advocacy to international agencies 

· Did you identify the need for further research? Please describe.
It will be good if you could include a section where you cover the following points:
· Is there a need for a future conference/symposium and/or workshop? If YES then please indicate what plans there are for the next event.

· Is there the need for a conference on a related topic? What subject? Who do you think could organise it?

· Did you identify the potential for a new book, report or journal? Please give possible title(s) and potential author(s)?

2. The Conference in Numbers
All the information provided in this section of the report will be used for internal use. The financial outcome of the conference will not be made public.
A. Please indicate the numbers of:

	Delegates Attended
	

	                                                    Paying IWA members
	

	Paying NON – IWA members
	

	Scientific Committee members
	

	Non – paying delegates
	

	Abstracts/papers received

	

	Papers selected for oral presentation
	

	Posters selected
	

	Invited Speakers


	

	Papers selected for publication
	

	Papers selected for publication: WST
	

	Papers selected for publication: WST:WS
	


B. Financial Report:
	INCOME
	

	
	

	


Total registration fees:
	

	



Members:
	

	



Non-Members:
	

	Exhibition income (if any):
	

	Technical tours (if any):
	

	


Sponsorship totals:
	

	


Other income:
	

	

Total Income:
	

	
	

	EXPENDITURE


	

	Organisation staff:
	

	Invited speakers (travel and accommodation):
	

	Conference venue (including equipment and

decoration):
	

	Total catering expenses: 
	

	Design and printing of conference materials (e.g. call for papers, programme book, conference CD/USB) 
	

	Website:
	

	Advertising:
	

	Technical tours:
	

	IWA fee:
	

	
Total Expenditure:
	

	
	

	Allocation of surplus
	

	
	

	(e.g. - to host country Governing Member,
	

	Specialist Group(s),
	

	Host institution:
	

	Others (please specify here))
	


3. Evaluation of IWA’s Support
All the information provided in this section will be used for internal evaluation of our support.
1.- The approval process is an efficient process

( I strongly agree     ( I agree          ( I neither agree nor disagree

( I disagree              ( I strongly disagree

2.- The support provided by IWA was effective

( I strongly agree     ( I agree          ( I neither agree nor disagree

( I disagree              ( I strongly disagree

3.- IWA responded to my queries in an acceptable time frame
( I strongly agree     ( I agree          ( I neither agree nor disagree

( I disagree              ( I strongly disagree

4.- The marketing delivered by IWA was effective

( I strongly agree     ( I agree          ( I neither agree nor disagree

( I disagree              ( I strongly disagree

5.- The overall support given from IWA was of a high level

( I strongly agree     ( I agree          ( I neither agree nor disagree

( I disagree              ( I strongly disagree

6.- Your comments on how to improve our support:

Thank you for taking time to complete this report.

We hope to use your comments to maintain the highest standards for all our conferences.

IWA Events Team
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