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Presenting at conferences 

on behalf of the Global Campaign 
Presenting at conferences on behalf of the Global Campaign 

We very much value the ability of our Global Campaign coalitions to make microbicide presentations at regional, national and international conferences.  It enables us to extend our reach to more venues than the Campaign staff would ever be able to get to on our own.  We can also make our travel budget go further when advocates living near conference locations are willing to present on behalf of the Campaign.  In 2005, for example, the Global Campaign staff presented at 22 national and international conferences and symposia.  Global Campaign advocates, either alone or in collaboration with staff, presented at another 9 national or international venues, effectively increasing our reach by almost 50%.

In the interests of quality control, consistency of information and cost effectiveness, we adhere to the following guidelines for all conference presentations made on behalf of the Global Campaign:

Pre-conference preparation

1.  The Global Campaign will only cover expenses for public conference, meeting or symposium presentations explicitly approved in advance by a member of the Global Campaign staff.  If you want to present at a particular conference, contact your Regional Coordinator to discuss your interest.  At the beginning of each calendar year, we develop a roster of conferences and meetings the Campaign plans to cover and decide whom we will ask to present at each one.  You are welcome to suggest events for possible inclusion in this roster.  You are also welcome to ask if we can cover a conference not on our annual list. Your proposal may be approved if the event fits into our priorities for the year and if we have room for it in the budget.

 

2.  Once you have been approved (or asked) to try to get onto the agenda for a particular conference, find out the deadlines and process for submitting an abstract.  Then work with the Regional Coordinator on developing the abstract (which must be tailored to fit the interests of the specific conference audience).  Be sure to get the final abstract text approved by the Coordinator before submitting it.  The Global Campaign cannot cover expenses for conference presentations that the Campaign has not explicitly approved before submission.

3.  If your abstract is approved, please work with your Regional Coordinator on the content of your presentation, handouts and other materials you may need (buttons, T-shirts, banner, etc).  See our Talking about Microbicides fact sheet for more helpful tips.

4.  Discuss your travel arrangements and expenses in detail with the Regional Coordinator before you leave.  The Campaign needs to economize on travel so we can stretch our conference budget to cover as many events as possible.  We probably can’t cover your participation in the entire conference but only costs incurred in the time span surrounding your presentation.  If your trip involves overnight travel, we can only cover the 1-2 nights before and/or after your presentation.  

We encourage you to save expenses by sharing a hotel room with a friend or colleague, when appropriate, or staying with local family/friends if possible.  If you want to extend your travel beyond what the Campaign can cover, negotiate this extension in advance to determine clearly what the Campaign’s share of your expenses will be and what you will pay for.  If you submit a reimbursement request to the Campaign that includes expenses not pre-approved by your Coordinator, please expect that you may not be reimbursed for those expenses.

At the conference

5.  Plan to arrive in sufficient time to double check your presentation arrangements and to use back-up measures, if necessary.  If you plan to use PowerPoint, for example, check its functioning when you arrive and bring a back-up (such as acetate overheads) to use if it doesn’t work.  Local copy shops can produce additional handouts if you run out.  Copy shops near the hotel tend to be MUCH less expensive than hotel “Business Centers” and should be used when this need arises.  Be sure to get receipts for all expenses you incur as you will need these when applying for reimbursement.

6.  Bear in mind that you are representing the Global Campaign and refrain from making statements that do not reflect the positions of the Campaign.  This is especially important if a journalist approaches you.  We ask that you refer media calls or contacts to your Regional Coordinator unless you are completely sure that you know the answers to the questions they are asking.  (See our factsheet on Responding to Media Requests)

No matter who is asking you a question, please don’t ever guess or make up an answer!

If you aren’t 100% certain of the answer, please just say “I don’t know but let me find out and get back to you”.  This is the required response whether the question is raised during your presentation

or by a reporter or colleague afterwards.

7.  Conferences are excellent networking opportunities.  Please refer people who are interested in the Global Campaign to our web site for more information. Carry plenty of cards and information indicating how to contact your coalition and give these out.  Invite anyone expressing interest to get in touch with you or the Global Campaign for more information.

After the conference

8.  E-mail or call your Regional Coordinator to report on how it went.  Be sure to indicate how many people attended your presentation, what they were interested in, what feedback you got on your presentation, etc.  Also report any notable contacts you made (especially those we need to follow up on) or interactions you had with the media (print or electronic).

9.  Please also send or email your report e-mail to the GCNews editor (info@global-campaign.org) so we can consider putting it in GC News.  If you have an electronic picture from the conference, attach it.

10.  List your presentation in your Quarterly report, if you are affiliated with a Global Campaign coalition.

11.  Submit a request for reimbursement to the Global Campaign promptly and attach your original receipts.  Also be sure to indicate where we should send the check.
12.  Be sure to follow up on all contact you make with people in your local area and invite them to participate in your local coalition’s next meeting or event.  Send an e-mail to the Regional Coordinator with contact information for people you met with whom the Global Campaign should follow up.  Please include details re: where you met the person and her/his interests.

Thank you for representing the Global Campaign!
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