ORI Conferences/Workshops/Meetings

Application

Those interested in submitting a proposal to ORI should address the sections listed below, fully addressing the requested areas within the sections.  It is important to note the eligible and ineligible budgetary categories.  ORI does not provide support for the following: honoraria, meals, or refreshments, or the printing or mailing of brochures.  Inclusion of these items in the proposal for ORI support will delay the review of an application as it will be returned.  The proposal should be fewer than ten pages.  (Sample agendas and materials from other meetings may be found on this ORI web site in this section under Past Conferences/Workshops).

 Please follow the directions in the last section for electronic submission of the proposal to ORI.  Submissions received electronically by the April 1 and October 1 deadlines will be considered.  An original hard copy submission of the proposal is not necessary for ORI purposes (although this is often required for institutional purposes).  If a hard copy application is sent it should be addressed to Dr. Lawrence Rhoades, Director, (address information is provided in the final section).

Executive Summary


(250-350 words - please type)

Please describe the subject and purpose of your proposed conference, workshop, or meeting.  Provide a brief overview of the questions, issues, or research to be addressed.  Describe your overall goal, principal objectives, and target audience.  Please also address how the audience will benefit specifically from the proposed event.  Please do not summarize the presentations or describe the proposed agenda here.  

Please include a rationale and a justification for the meeting.  Note the proposed length of the conference, workshop, or meeting, date(s), location, and estimated attendance.  Briefly address the special expertise or status that your institution or organization would contribute to the event. 

In preparing this section, please address why the event is needed, what the short-term and/or longer term outcomes associated with the proposed event are, and why your particular institution or organization is well-suited to convene it.

Educational Learning, Leadership, or Strategic Objectives

Please provide a precise and clear description of the learning, leadership, or strategic objectives proposed in conjunction with the proposed educational or leadership event.  (Objectives are not to be confused with goals.  They are measurable, specific, and occur within a precisely defined timeframe).  

Proposed Agenda

Please provide a draft or a detailed agenda for the educational or leadership event.  For each agenda item, describe the length and type of session envisioned, and indicate whether any of the proposed speakers have agreed to participate.  Along with a proposed title or topic, include one or two sentences describing the expected content or perspective of each speaker’s presentation.  Also indicate the types of issues to be included in open discussions or break-out sessions. 

As noted previously, the use of interactive sessions are strongly encouraged by ORI.  Attention should be paid to allowing sufficient time for interactive sessions to encourage participant dialogue on RCR/RI issues related to reasoning, knowledge, skills and abilities development or to leading institutional or professional change to more comprehensively and effectively address RCR/RI and research misconduct.  

Conference organizers are advised to review the RCR educational components, and other pertinent RI information on ORI’s web site to ensure the proposed agenda sufficiently addresses RCR/RI issues (in contrast to fundamental ethical issues which are related, but not identical, to those of RCR/RI).


Promotional Plan
Indicate how the event will be publicized in detail through multiple approaches (e.g., a conference/meeting web site, listservs, e-bulletin boards, mailings).  Provide examples of how these methods of promotion were successful in the past if possible.  Please also include a description of the geographic area to be covered in promoting the meeting.  

Tasks and Target Dates
List the specific tasks that your institution, or society, and ORI will undertake in planning, hosting, and reporting on the conference, workshop, or meeting.  Use the template style below modifying it to suit your proposed event.  Provide a target date (i.e., specific date or month/year) for the completion of each task.
Tasks and Target Dates:
Task 1: 
Conference Planning and Materials Development 

Subtask 1.1
Convene Planning Committee, with ORI and other co-sponsors. (date)

Subtask 1.2
Refine the scope of meeting with the Planning Committee.






Subtask 1.3
Finalize the agenda, budget, and sponsorship as needed.

Subtask 1.4
Submit the conference agenda to ORI for final review.

Subtask 1.5
 Select and reserve the event venue, and audio-visual services.
Subtask 1.6. 
Select potential speakers and contact them regarding availability.  
Subtask 1.7
 Make a list of local hotels with discounted rates for conference 




speakers/attendees.
Subtask 1.8
Arrange for continuing education credit, as needed. 

Subtask 1.9
Develop conference website and registration process. 

Subtask 1.10
Develop conference brochure draft, and send to ORI for final approval.

Subtask 1.11
Promote and advertise conference (invitations, ads, mailings, brochures, 

postings). 




Subtask 1.12
Start registration for conference. 

Subtask 1.13
Develop conference syllabus materials with assistance from speakers.

Subtask 1.14
Obtain Power Point presentations from speakers, and load on computer.
Subtask 1.15
Confirm the speakers’ travel arrangements and hotels.

Subtask 1.16
Finalize conference schedule including registration, participant flow, signage 


and break-out room assignments.

Subtask 1.17
Develop evaluation form (in conjunction with ORI), and certificates for continuing education.




Subtask 1.18
Finalize all conference materials and submit to printer.

Subtask 1.19
Check all conference materials, final changes, additions, deletions. 

Subtask 1.20
Make badges for all speakers, attendees, and conference staff.

Task 2

Conducting the Conference 

Subtask 2.1
Provide check-in for pre-registrants, on-site registration, and distribute 



conference materials.

Subtask 2.2
Include the following in conference materials 

· Final agenda and room layouts

· Names and addresses of attendees 

· Background reading and resource materials

· Copy of slides voluntarily provided by speakers (agree to distribution)

· Meeting evaluation form

· CME forms, as needed

Subtask 2.3
Run pre-test check on all A-V equipment, and have back up equipment/parts 


available.

Subtask 2.4
Implement conference 

Subtask 2.5
Provide for check-out procedures for CME (as needed), and evaluation forms.





Subtask 2.6
Provide for removal of conference-related materials from venue.

Task 3

Conference Follow-up

Subtask 3.1
Compile budgetary expenditures and make final payments.

Subtask 3.2
Provide conference materials to ORI for hardcopy and electronic distribution 




Subtask 3.3
Provide final evaluation forms to ORI for review and retention.



Subtask 3.4
Provide listing of all attendees (with titles, affiliations, addresses, tel./fax #s,

and e-mail addresses) to ORI. 

Subtask 3.5
Provide a brief Executive Summary report of the conference to ORI.

Budget Proposal

Include a proposed budget for the entire project with line item categories, and indicate the budget items for which ORI funds would be used, and the total amount of funding being requested from ORI.  Describe any institutional or society contributions to the overall budget (e.g., the printing or mailing of brochures, or food).

Please refer to the eligible and ineligible budget categories noted in the instructions for co-sponsoring conferences, workshops, and meetings.  Submit the budget in a format similar to the sample budget.  Conference organizers are expected include reasonable cost estimates based on prevailing rates.  

Institutions or societies may collect registration fees to cover their share of the expenses of an event.  Registration fees charged to attendees, and contributions from other sources (e.g., the applicant, or a foundation) should be designed to meet, but not exceed, the institution’s or society’s costs for the meeting.  Indicate if other sources of funding have been identified, and the amounts being requested.

Sample Budget

Item



Unit Costs


Total Costs

Conference Support Staff

Services



4 @$125/day x 5 days


$ 2,500

Telephone Conference Calls

3 (l hour calls @$30.00

$    630





   
 x 7 persons)

Speaker Airfare


5 x $ 700



$ 3,500

Ground Travel 


5 x $100



$    500

Lodging 



5 x $150



$    750

Media Services 

(PowerPoint Presentation

Services)



1 technician



$    500

CME Fees



$25 x 100



 $ 2,500


Conference Notebooks

100 x $25



  $ 2,500

(Agenda, Participants,

Supporting Materials) 

Total Requested from ORI






$ 13,380







Should you have questions about the budget section of the proposal, please contact Dr. Lawrence Rhoades at lrhoades@osophs.dhhs.gov or (301) 443-5300 prior to submitting your proposal.

Educational or Leadership Outcomes/Results

Describe the key educational or leadership outcomes and results that are envisioned for the proposed conference, workshop, or meeting.  Please be specific.  For example, if the goal of an event is to provide beginning basic RCR/RI 101 education with skills development to young researchers, describe your institution’s or society’s plans for tracking the outcomes of increased knowledge and skills as measured by participants’ pre and post test scores.  If an event is an institutional and/or a professional association leadership summit designed to address how excellence in RCR mentorship can be furthered, describe how the participants’ recommendations will be summarized, distributed, and used to result in excellence in RCR mentorship.

Meeting Products

Meeting products include conference notebooks for attendees, white papers on RCR best practices or issues, or new postings of RCR educational material resulting from the event on an institutional or society’s web site.  At a minimum, a notebook of meeting materials should be provided to each participant.  The meeting notebook should include the final meeting agenda, contact information for all participants and speakers (name, title, institution, address, phone and fax number, and e-mail address), copies of presentations or overheads, and any additional reading or resource material pertinent to the responsible conduct of research, research integrity, or research misconduct.

Please also describe other materials that will be produced as a result of the proposed conference, workshop, or meeting, such as proceedings and publications and how their availability will be publicized. 

A final meeting product, a brief executive summary report on the meeting’s highlights and outcomes, is to be submitted to ORI soon after the event.

Instructions for Submission of Proposals
One e-mail and/or hard copy submission of the proposal should be sent to:

Dr. Lawrence Rhoades
Director, ORI Conference and Workshop Program

Division of Education and Integrity

Office of Research Integrity

1101 Wootton Parkway, Suite 750

Rockville, MD 20852

lrhoades@osophs.dhhs.gov
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