Submit a proposal for an ISRV supported in-person event

This form should not be used to propose virtual events. If you have any queries please contact admin@ISRV.global 
1. Suggested event title/topic: 

2. Is the event affiliated to an ISRV Special Interest Group?  yes/no
If yes, please name the ISRV SIG.  Have the SIG already reviewed this proposal (recommended)? yes/no

3. Suggested month or season:				Duration: ___ days  

Number of parallel sessions per day: 
Please note exact date will be subject to approval by ISRV to avoid clashes with other events.

4. Type of event:
Describe the type of event you are organising (standard scientific meeting, workshop etc). If the event will be held in collaboration with another organisation, please identify them.

5. Location. Please suggest region(s)/location(s) in which the event will be held: 
a) 
b) 
If you have no preference for a location please state any specific requirements, e.g. Near an airport or rural retreat. Please note to avoid overuse of the same destinations and to ensure it is suitable the selected location and venue will be subject to approval by ISRV.

6. What support is required from ISRV? Select (x) all that apply
	Full secretariat services (including pre and post event support, sponsorship and trade exhibition) and financial support (indicate funds requested and currency. If you are asking ISRV to underwrite the event, please state this below)


	

	No secretariat support, financial support only is required (indicate funds requested and currency)
	

	Partial secretariat services (describe) no financial support
	

	Partial secretariat services (describe) and financial support (indicate funds requested and currency. If you are asking ISRV to underwrite the event, please state this below)


	



If the event will be held in collaboration with another organisation, what support will they provide?
Please outline:

7. Scientific/Local Programme Committee: 
Please ensure you have permission to give us the full committee’s contact details. Please note that at least one person on the Scientific/Local Programme Committee should be a member of ISRV. A maximum of four organizers should be included in the event budget. 

	Name and role (e.g. lead coordinator/member of the SPC)
	Email address
	Affiliation
	ISRV member (yes/no)

	1)
	
	
	

	2)
	
	
	

	3)
	
	
	

	4)
	
	
	


Add additional members if required.
	
8. What is the committee’s involvement and engagement in the topic of the event? 
Please include all professional/scientific networks of which they are a part.
	








9. Marketing and promotion	
Please describe how you will help to market and promote this event.











10. Anticipated audience 
a) Anticipated number of paying delegates: _____

b) Locations of main research groups
	








c) Audience description
	








8. Case for the Scientific Programme (300 words max): 

	












9. What are the aims/learning objectives of the proposed event? 

	








10. Please supply 4 – 6 keywords for the meeting 

[image: ]

· __________________________

· __________________________

· __________________________
· __________________________

· __________________________

· __________________________



11. Suggest details of the additional meeting programme that would allow for increased engagement with the audience: Such as careers sessions, patient sessions or policy discussions. Oral communications and poster sessions should be included as standard at all ISRV events.

	







12. Industry engagement
The ISRV encourages Programme Coordinators to engage industry as speakers and attendees where appropriate. Please outline any suggestions on how to ensure industry representatives are provided with opportunities to engage and interact with the audience. An industry speaker is expected.

	








13. Competing/recent meetings on this topic:

	








14. Is this meeting part of a series, or a repeat meeting? If yes, please provide additional details:

Repeat meeting criteria:
· Highlight why this meeting is timely now given the date this meeting was last organized
· Demonstrate how the speaker list differs from the previous meeting(s)
· Give details of new data which may be discussed 
	








15. What is the unique selling point of this event?

	









16. Diversity guidelines statement:
ISRV strives to promote diversity, equality and inclusivity in all its activities, including scientific meetings and events. 

Diversity guidelines
The Society aspires to a 50:50 gender representation; a rigorous explanation should be provided if not close to this target.
Early career scientists and scientists that represent the global diversity of isirv’s membership should be included in the programme where possible. 

Scientific/Local Programme Committees must:
· Consider diversity, equality and inclusivity when compiling a suggested speaker list.
· Ensure a good balance between established and new investigators on the speaker list.
· Ensure that there is an attempt for broad geographical representation where possible.
· Ensure a broad representation of the field.

Please provide a brief statement, indicating how you have addressed the diversity guidelines.

	







16. Speaker details:
For Scientific Meetings there is no prescribed invited speaker format but a maximum of five invited speakers per full day of science is advised. Scientific/Local Programme Committees are encouraged to invite as many talks from submitted abstracts as the programme allows.  

ISRV will award advance economy travel allowances to invited speakers based on its recommended allowances. 

	Speaker name

	Affiliation and location

	Speaker topic
	Gender M/F
	Career stage
(Student, ECR, mid-level, senior, industry)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



17. Scholarships and support for attendance
ISRV Scholarships are available for Early Career members of ISRV and LMIC members of ISRV only.  ISRV will allocate between 5-10% of the proposed budget expenditure (venue costs, speaker and organizer travel and accommodation, catering, social programme) to fund scholarships.  Organisers make the decision as to how many scholarships to award, and to what level.  Scholarships may be full (free registration, accommodation, and travel) or partial (one element or any combination of free registration, accommodation, and travel. Please outline how you plan on allocating ISRV scholarships.

	Purpose (travel grant, registration fees, accommodation, all)
	Intended recipients (EC or LMIC)
	Number of scholarships

	
	
	

	
	
	

	
	
	



  

18. Sponsorship and support:
If required and agreed by ISRV (see section 4 above) ISRV will provide full secretariat support for the organisation of the event, including sponsorship and a trade exhibition; if you have any confirmed sponsors or existing contacts with potential sponsors, please list them here:

	Company/Organisation 
	Expected sponsorship/support (£GBP)
Please state if the company has already indicated they will provide financial support

	
	

	
	

	
	

	
	

	
	

	
	

	PROPOSED SPONSORSHIP TOTAL
	




End of form November 2025

Allowance Guidelines

1. Maximum number of invited speakers per day of science
Five invited speakers per day of science (i.e. if there are three parallel sessions per day this would equate to 15 invited speakers per day).  Other speakers should be drawn from oral communications and early career contributions actively encouraged/mandatory.
1. Speaker accommodation
Invited speakers to be offered accommodation for the duration of the meeting (coordinated by ISRV / conference)
An extra night will be offered if the event finishes late in the day on the final day if travel is impractical. 
1. Speaker Registration fees
Invited speakers to be allocated free registration, social programme and selected meals. 
1. Speaker Travel
Speakers should be encouraged to book economy travel early (3 months in advance of event), noting a limit which would be variable in accordance with both the speaker and meeting location. 
Event organisers to decide/research, add to budget and then seek budget approval.
1. Organizers 
Up to four key organizers will receive the same allowances (accommodation, travel, registration, social programme as invited speakers). Any more than four will need to be justified and must be included in the approved budget. 
1. Oral Communications
Oral communications authors do not receive any kind of disbursement or allowance and are entirely self-funded. 
1. Chairs
Chairs should be drawn from meeting attendees and do not receive any kind of disbursement or allowance and are entirely self-funded. Exceptions: where the budget permits, a complimentary gala dinner ticket may be offered.
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