
MU3C Summer Conference Planning 

 

Authors & Contributors: Dani Kohen (Primary), Chris Lawrence (2022), Keith Kuwata (2023), Christine 

Morales (2025), July 2026 Business Meeting Updates  

 

Year (or More) Before Meeting 

• Venue & Dates: Secure the host venue and establish fixed dates as early as possible. Future Sites: 

Iowa State (2027 – Stacey Organizes), Univ. of Chicago (2028 – Stuart organizes), UIUC (2029 – 

Richard organizes).  

• Secretary Contact: Get contact information for the host institution's department secretary.  

 

January / February 

Hotel Selection & Room Block Setup 

• Hotel Selection Criteria: Ask the secretary for recommendations; this would also serve as a 

reminder that the conference is happening – so do not skip, but consider working directly with 

hotels. Key considerations:  

o Walking distance to the chemistry building  

o Free breakfast included  

o Room rates and parking fees  

o Neighborhood quality and safety  

• Timing & Nights Reserved: Reserve the room block as soon as dates are fixed (about 30 rooms is 

a good guess). Default Stay: Default to a two-full-day (or 2.5-day) meeting, which requires 

reserving three nights at the hotel.  

• Contract Negotiation Strategy: 

o Clause to Avoid (Attrition): Watch out for standard hotel clauses like: 

"Hotel is relying upon Group’s use of 50 total room nights. Group agrees that a loss will 

be incurred... Should the room nights actually used be less than 80%... Group agrees to 

pay, as liquidated damages... the difference..." 

o Preferred Clause (Release Date): Request an early cutoff clause where unused rooms 

simply revert to hotel inventory with zero financial liability (e.g., in 2026, Dani successfully 

requested to replace attrition penalties with an early cutoff release clause: "Any room 

within the block that is not reserved by the cutoff date will be released back into the 

hotel’s general inventory for sale. This ensures you are not charged for any unoccupied 

rooms." 

• Deposits & Deadlines: Verify deposit requirements and payment methods. Note cutoff deadlines 

clearly.  

 

Participant Outreach & Reminders 

• Winter / Summer Cross-Reminders: The summer conference organizer should reach out to (1) 

remind all MU3C faculty about the upcoming summer meeting and (2) remind the winter online 

meeting organizer to begin setup.  

• Non-Usual Participants: Reach out to non-usual participants with a survey on attendance 

incentives.  

 

Three/Two Months Before Meeting 

Attendee Survey & Data Collection 

• Format: Use a web form (e.g., Microsoft Forms) to keep coordination organized and exportable to 

Excel. Set a firm yet slightly flexible deadline.  



• Data to Gather: 

o Survey faculty for attending faculty names and student emails (tentative emails are fine if 

confirmed ones aren't ready).  

o Presentation details and talk preferences. Strongly encourage student groups from the 

same lab using similar methodology to give a single consolidated talk. Note that oral 

talks are standard; only offer posters if a critical mass requests it.  

 

Rooming & Banquet Logistics 

• Student Room Pairings: Ask faculty for odd numbers of male/female students to facilitate cross-

school pairings and minimize single-occupancy rooms. Encourage intentional carpooling.  

• Restaurant Reservation: Book before setting the final fee. Choose a venue within walking distance 

if possible. An open beer/wine bar is standard. Written Agreements: Get pricing, room fees, and 

service style (waited vs. buffet) in writing.  

 

One Month Before Meeting 

 

• Participant Info: Collect missing student emails, talk titles, etc.  

• Survey all: dietary restrictions & request permission to post any picture taken online 

• Host Venue Requests: Submit official facility requests to the host secretary: 

o A small lecture hall for student talks and the PUI panel.  

o A conference room for the MU3C faculty business meeting (and separate space for the 

concurrent grad student panel).  

o Room locations to insert specific addresses into the program.  

• Start drafting the schedule (see guidelines at the end of this document) and circulate it to 
faculty for feedback. 

• Conference Fee & Accounting: State the typical fee ($75–$85 per person; finalized right after 

securing the banquet).  

• Hotel Block Deadline: Remind faculty to book rooms before the block expires.  

• Host Catering: Confirm snacks and lunches with the host institution (allow >1h15m for lunch, 

invite host grad students, and clarify lunch coverage).  

• Host talks: try to finalize host talk titles, durations, and time slots.  

 

One Week Before Meeting 

• Finalizing Details:  

o Estimate host dinner attendees (safe estimate is ~4).  

o Lock the master schedule and ask the host for specific secretary gift recommendations.  

• Communication: Set up a Slack workspace.  

• Schedule & Outreach: Print brochure schedules & name tags (unless the secretary is able). Email 

the schedule and introductory overview to the host department, inviting them to attend talks and 

meals. Remind the secretary to promote the PUI career panel.  

• Participant Briefing: Send arrival times, meeting points, and travel updates. Remind students to 

prepare questions for host faculty and grad students.  

• Tech & Packing Checklist: 

o Prepare introductory slides  

o Confirm who from the host institution will meet the group on Day 1 morning.  

o Pack: display adapters/cables, laser pointer/slide advancer, USB drive, printed programs & 

name tags if needed  

 



During the Meeting 

• Facility & Safety: Point out restrooms, water, and exits. Remind attendees to keep personal bags 

with them at all times. Faculty should maintain headcount during transitions.  

• Banquet Rules: Enforce no phones at dinner and zero alcohol served to under-21 students.  

• Seating Strategy: MU3C faculty must not sit together at meals; disperse MU3C and host faculty 

among student tables.  

• Session Management: Secure MC to introduce speakers and assist student speakers with A/V 

connections.  

 

After the Meeting 

• Financial Closure: Share final attendees list with treasurer (Josh Layfield and Dani)  

• Gifts & Flowers: Buy the host secretary gift and order flowers online (e.g., 1-800-Flowers) and 

send formal thank-you cards to key host contacts  

 

 

Conference Days & Schedule Guidelines 

   [Day 0]  Arrival Day (Fly/Drive in) 

   [Day 1]  First Thing: Hands-on Tutorial (led by MU3C Prof). Banquet in the evening. 

   [Day 2]  Full Day of Programming / Talks (Ends evening) 

   [Day 3]  (Optional Morning) Used when presentation volume is high 

• Talk Timing Guidelines: 

o 1 Speaker: 15 minutes + 3 minutes for Q&A.  

o 2+ Speakers (Consolidated): 20 minutes + 3 minutes for Q&A.  

o Host Faculty Talk: 30–35 minutes followed by a short break, unless they request 

something else (which is often the case)  

• Meetings, Panels & Tours: 

o MU3C Faculty Business Meeting: Schedule at least 2 hours total.  

o Grad Student Panel: Suggest that host institution graduate students run a panel for MU3C 

students concurrently during the MU3C faculty business meeting.  

o Grad Student Lunch: Encourage host graduate students to join the conference for lunch.  

o Include a chemistry department tour, computing tour, and PUI career panel (make sure 

organizers appreciate this is open to all in chem, not only for comp chem students/post-

doc).  

• Flexibility for Departures: If programming finishes early on Day 2, driving attendees can cancel 

their third hotel night and depart after lunch. Attendees with travel constraints should be 

scheduled to speak on Day 1 or early Day 2.  
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