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Dear Alain

I am sorry it has taken me so long to write but here as promised is our
report from the 1985 IEA Congress. I hope you and your colleagues find
it useful. On reading it again I would say that a lot of experience and
a fair amount of knowledge is condensed into its pages;but that is
obvious more from a retrospective point of view. If you would like
clarification of any of the contents please do not hesitate to ask,
especially regarding section 10 (financial report) which was my own
contribution.

I would also like to reiterate my offer of help in making 'Ergonomics in
Developing Countries' more prominent in the lith IEA Congress than it
was in the 10th IEA Congress. We are now initiating more ergonomics
activities in our Overseas Division programme here and I hope that at
least two major projects will be established by 1991. Notwithstanding
that, I feel that with the 1llth Congress being held in a FEuropean
country we must make our international colleagues more aware of the
needs of industrially developing countries. I would hope with
"contributions which should be forthcoming from France, UK, Germany,
Sweden, Switzerland and The Netherlands,i.d.c. problems should form a
significant proportion of the programme. However, we should perhaps
consider how representatives from i.d.c's might be encouraged or
assisted to attend.

I'look forward to hearing from you and wish you all the best for 1989,

' Yours sincerely

v

. D.H. O'Neill
Overseas Division

C.C. Heather Ward

: Ergonomics Society
Department of Human Sciences
University of Technology
Loughborough LE1l 3TU

" :Tha British Sociaty for Research Iri Agricultural Engineoring~

- No tiability can be accepted tor any loss or damage suffered as o result of the application or use of any. information given

A campany limited by gharantes Rugistered in England  Registration No. 473317



CONGRESS ORGANISATION

CONGRESS ORGANISING COMMITTEE

Reg Sell - Chairman
Heather Ward - Secretary
David 0'Neill - Treasurer
Clive Andrews

Ivan Brown

Ted Megaw

Meon Conference Services

SCIENTIFIC PROGRAMME COMMITTEE

Ivan Brown - Chairman
Karenna Coombes - Secretary
Rainer Goldsmith

Ted Megaw

Steve Pheasant

Reg Sell

Paul Shanahan

Murray Sinclair

Jill Steventon

Tom Stewart

PUBLiC RELATIONS COMMITTEE

Clive Andrews - Chairman
Chris Marshall

Len Morris

Rosemary Wildblood



N N SO N NN

CONTENTS

SUMMARY REPORT
REPORT OF THE ORGANISING COMMITTEE

CONGRESS MARKETING AND PUBLICITY

1.1 Marketing
1.2 Review
1.3 Publicity

SCIENTIFIC PROGRAMME

2.1 Subcommittee composition
2.2 Development of the scientific programme

2.3 Comments on subcommittee decisions and

procedures
PUBLICATION OF THE CONGRESS PROCEEDINGS
3.1 Summary statistics on the programme and

proceedings
3.2 Conference proceedings

" SCIENTIFIC SECRETARIAT

Introduction

Scientific Secretariat

. Duties of the Scientific Secretariat
Detailed comments on duties
‘Audio-visual equipment

‘Room allocation

Communications

Other comments

NN OO N

SPONSORSHIP AND EXHIBITION

5.1 Sponsorship
5.2 "Exhibition _
5,3 General observations

TECHNICAL VISITS

'STUDY TOURS"

SOCIAL PROGRAMME

HOTEL ACCOMMODATION

-FINANCIAL REPORT

10.1 Introduction

page

12

13
14

15

15
15
15
16
19
20
20
20

20

20
22
22

23

24

25

27

29
29



-

10.2
10.3
10.4
10.5%

10.6

10,7
10.8

APPENDIX 1,

Financial statements

Budget

Cash flow

Selecting break-even attendance and
setting fees

Professional conference organisers
Congress bank account

Miscellaneous

Spensorship and exhibition

APPENDIX 2,

Accountants report and financial statement

APPENDIX 3.

Typical financial summary prpared by the

Hon.

Congress Treasurer

30
32
33

34
35

36
36

39

41

48



9th CONGRESS OF TIHE INTERNATIONAL ERGONOMICS ASSOCIATION
REPORT OV THE ORGANISING COMMITTER

-

I, INTRODUCTION

This repori contains = suinmary of the issues which may be pariicu-
larly important for fulure meelings together with Lhe financinl report of
the Sth IEA Congress. Further details are conlained in Lhe reports of Lhe
Committee Chairman, and the professional congresy organisers, which will be
available scparately,

2.  SELECTION OF VENUE
F‘actoljs which were considered in Lhe selection were as follows.

(i) Ease of travel {rom oulside as well as inside the United Kingdom.

(i) A range of accommodalion from first oluss hotels o cheaper  rooms
with rates within studeni budgets,

(ifi) Rooms for scienlific scssions and one to hold 600 for the plenary

session, and ol least 6 olhers wilh capacilies varying from 206 .. B3
people,
{iv} Good leisure fucilitics  Tor sccompanying cpersons  and dulepates!

relaxation.
(v}  The desirability of having o central location as a social focus.
{vi) The need lo keep vosls low,

The 3 places short-listed after o preliminary  selection were Bourne-
mouth, Manchester Universily (UMIST) and Imperial College Londen. None of
them was immedintely obvious as the besl chouice. Because of the pressure
from - the IEA for a financial surplus, Bournemouth had the edge on the
others in thal it had 2 new conference cenire which would be provided
without charge because the IEA Congress would be the first -international
conference organisation to book ii.

3. EVALUATION OF THE VENUE

3.1 Before the conference

The main problems we expericnced wilh Bournemouth” were due (o
negotialing with the Council before Lhe International Centre {BIC) was buijll
(we did. have a contingency plan for using the Pavillion should Lhe Centre
not be compleled in time). We were given to understand that we would have
exclusive use of the upper floors to the BIC during the day but, in the
event the authorities, responding to lpcal political pressures, were nof
prepared to deny members of Lhe public access to the reslaurant, cafe and
surrounding areas, '

3.2  During the conference

_ The policy of the BIC did cause -minor conflict between our delegates
and members of the public whao, belng more leisurely, in a hurry, tended to
be moving at a much slower pace. ‘ :



There were also problems with security and we were unnble ter have o
very good cenlral social focus where delegales slood good chance of
meeling pafticular colleagues, This problem was accenlunted by having two
separate locations for the scientific sessions but this could nol have been
avoided al Bournemouth, We tried to buy oul the restaurant and cafe fucili~
ties for delegates bul were only able to get one bar for exclusive use. We
did not receive any complainls regarding travel problems to Bournemouth,
even though a two hour journey by coach or train from London or Heailh-
row Airport was not ideal.

We did have problems with holels becanse we had chosen o holiduy
town, which had nol yet realised that conferonce delegates have different
requirements  from lourists., Our delegales wanted single rooms, needed
freedom to decide al the last minute when and where Lo eal, and whelher
they wanted to leave Lhe conference before Lthe end.

The organising commitiee undereslimated (the requirement for rooms
capable of sealing 80-100 people. When il becamc clear thal we would be

requiring rocms of this size it was nol possible to obtain them in Bourne
mouth.

4, CHOICE OF DATE

Hods extremely difficull to choose a1 dote which s avenplable to all Lhe
likely participating countries. All Federaled Socjetes were asked for their
views on a number of possible dales. i was, however, important to fix one
which was acceptlable Lo possible UK delegates as Lhey would be Lhe high-
est preportion attending.

In addilion to the date chosen, one was also considered in July. This
was, however, unacceptable to Bournemoulh as it was well inside Lthe tradi-
tional holiday season. Even so the date chosen did exacerbale the problems

with Bournemouth in that there werce utill large numbers of holidaymakers
present.

, Although the date chosen did not suil US academics as their term was
Just starting, we did get 85 people from the States allending.

5. ° FINANCE

Severe pressure was pul on the Organising Commillec by tho TRA to
‘produce a financial return because previous lEA Congresses had not met
their financial expectations. This pressure took Lhe form of a change in ihe
rules for running the triennial congresses. After the ES invitation for the
1986 Cornigress had been accepted a demand for a per capila fee of 50 Swiss
Francs was introduced. Although the actual return Lo the IEA under the
old rule of halving the surplus between the IEA and the ES was in fact
greater than 50 Swiss Francs per delegate, a per capila fee was not accep-
table because of the effect it would have had on the selling of the overall
budgel. There was also Lhe possibilily under the per capita rule that, if
receipts were lower than expecled, the ES might have cended up making a
loss by paying the IEA. That was nol an acceptuble possibility in view of .
the amount of work that the ES and its representalives were having (o pul
in to prepare for the Congress. ‘



Budgetling is difficult for an IEA Congress when there is litle rele-
vant previous experience which can predict the atiendance and when the
sel-up costs are so high, 1t s difficull to predict from one congress Lo the
next how Many people come both from Lhe hume couniry and from abroad.
With some conferences, like that held in Japan in 1982, and thal held in
Germany in 13963, there were-large numbers of people from the hosl country
whereas I bLolh the previous UK conference in 1967 and the US Conference
in 1976, the number of home parlicipants was much lower. It is helieved
that the lower atlendance in the UK and USA were because of the much
higher cost of the IEA Conference as compared with a normal national con-
ference. There is also the risk that internalional political disturbances can
influence the number of people willing and able to travel internationally
and these can arise withoutl warning.

It was decided, in agreemenl with the ES and IEA councils to have n
low break-even poinlt of 300, The Treasurer's Report shows the implication
of the different levels of conference fee for surplus/loss according to
number of actual atlendees., Even though the basic fee of £160 appeated to
be high to E& members, the possible financial consequences of even a mur-
ginally lower fee coupled with a low allendance, were too serious to make it
a feasible proposilion.

Having & low break-even number enabled the Commitlice to consider
upgrading some activities if it bLecame clear that a surplus was likely, e,
hiving al short nolice o minibus o move delegates betwoen loculions when
the weather was bad.

The professional organisers woere surpeiscd @t the number of peuple
who turned up at the conference owing money, and il was necessary for
them to have extra stafl on duty lhan had been originally expected. Thoe
organisers, in fact, doubted that so many of the non-payers would arrive.

There is one problem to which the [EA Council should give special
attention in fuiure: whether delegates from Lhe Third World, Eastern Euro-
pe and other countries with exchange control and/or cash problems should
be allowed speeial low rates., I is very awhward to deal wilh people from
these countiries whoen they wrile in outlining their financial problems or
when they arrive at Lhe Congress pleading a lack of foreéign currency. Un-
less the 1EA has given special dispensalion, the organisers are obliged to
apply the same rules of regisiration Lo all applicants withoul discriminating -
between nationalities.

The Treasurer's Report details the cash flow during the period and
run up o the Conference and other details. ‘

6. PROFFESSIONAL CONGRESS QRGANISERS

There is no doubt thal the use of prefessional organisers was neces-
sary. The ES, relying on voluntary staff, could not have deall wilh all Lhe
problems of individuals both before and at the conference. Three different
organisers were conlacted. Meon, who were selected, were the most competi-
tive and were already known Lo the ES, although not as conference organi-
sers. Their previous experience was checked oul with other organisations
before the seclection was confirmed. Because of the large amount of exira
work al Bournemouth in collecting unpaid money, the Committee agreed an
extra fee was juslifiuble in the circumslances. Meon had one or two repre-
sentalives ai every meeting of Lthe Organising Committee and were- extremely
valuable in giving advice.



7. PRESS AND PUBLICITY

Great efforts were made on an international scale to conlact ergno-
mists who mighl be inlerested in atlending the Congress. BEfforls were also
made to lry to allracl non-ergonomists, principally from the UK.

The first of these aclivilies was successful as can be seen from -Lhe
international spread of the altendance. Even so, lhere were many times in
the pre-congress period when we were uncertain of how well our publicily
was gelting lo members of other Federaled Socielies. Fulurc CONgress
organisers should be aware of the difficully in tmainlaining contacl wilh
other Socielies, this is discussed further in the attached report.

We were not very successful in getling many non-ergonomists from
the UK lo atlend, even though we put u lot of emphasis on praclical appli-
cation and ceontacted a large number of Lechnienl publishers for Uejr help
in publicily. We had envisaged & number of people coming for particular
days when topics of interest lo them were being presented, hut this did
not happen. We did not gel much publicity either for the conference or for
ergoncmics as a subject in the lechnical or general media afler the confo-
rence,

8. SPONSORSHiP AND EXHIBITION

These are difficult arecas. Sponsors like to know full detnils of what
they are sponsoring and these are nol likely Lo be available until quite late
in the organisation of the the congress. Fven Lthough Lhe invited speuakers
were selecled very early on, the overall. shiupe of the programme depends
very much on the contributed papers and these cannol be ussembled inte o
programme early enough. Also sponsorship needs to be organised early on
because of the effect on financial decisions. i1 our case, most ol the spon-
sorship’ was obtained very lale in the planning process and did not form a
very large parl of our incoue.

We considered a commercial exhibition, but this would huve caused
more financial problem than it would have solved in that our free hiring of
the BIC would have been in doubt, Also, we had great doubts aboul attirac-
ting relevanti. people to an exhibition.in Bournemouth and, based on our

experience with the non-attendance of non-ergonocmisls, we were probably
right.

9. SCIENTIFIC. PROGRAMME

The aim of an international conference is to gel people logether from
all over the world so thal they can discuss and exchange views on Lheir
work. Whilst show-piece presenlations are necessary Lo provide an oulline
programme, the main aim of a conference must be to have discussion.

To help achieve this we put special emphasis on poster scssions and
gave them the same status as parallel session papers, With the high cost of
international travel and mcelings many Ppeople hope o go but fail to getl
finance at the last minule, and the organisation of parallel sessions al the
meeling becomes very difficull with speakers missing and the chairmen
uncerlain-whether to close the meeling or have time gaps., By a process of
conlinual communication, we minimised this problem and had a very good
iden as to who would actually be turning up.
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Au international  mecting of people  from  Jdifferenl countries with
different languages causes probloms of communication. Following discussions
with the JTEA, simullaneous translabion was notb provided beenuse L was felt
that, although it was desirable, its effectiveness al previous congresses did
nol minke the cos! worthwhile.

Ergonomics students with knowledge of various languages were usod
Ly the Scientific Secrelarial and their assistance was found to be invaly-

able,

A lob of work was required by the Edilors Lo pruduce a volume of the
papers presenled at Congress. As al all previous congresses Lhe Inviled
speakers' papers were pul inlo o special issuc of Ergonomies, together
witlh an index lo the contributed Papels,

10.  OTHER ACTIVITIES

A programne of socinl evenls, technicnl tours and study fours was
envisagod,

Although there dppeared to be some demand for proe~ and postli-con-
gress study lours, the demands on the time of lthe nrganisers wons Loo
greal and these wore abhandoned.

A numbar of  sucin] ovents was organised b, oxeept for the  Lwo
receplions included in the Congress fee, they conld no! b altended by
very lavge numbers, boeoause of space Hmilations of the venues selected for
lirese social events. This meant an epportunifty for interchange belwoen ol
participunts was lost. The dinner was well altended but bedng o sit=down
meal again reslricted Uhe tmount of inferclinnge belween membors,

Organlsers of fulure meetlings might like o consider more opporluni-
tivs for total participation so thit people can easily mee! olhers., The high
cost of these, i included in the ronferonee Tev, wight Lo @ probleom, Lt
probably more on-Lhe-spol buffet evenls wre Letter than bolh dinners and
events away from the Cenlre requiring some form of transport, ‘

11. CONCLUSIONS

The Lricnnial 1BA Congress is Lhe one main aclivily of the TFA which
has been consistently carried oul since 1961, It is the most visible manifes-
tation of the Association. ‘

From-ail the information T have Lhis meeling was o syvccess both scien-
Lifically und financially.



1. CONGRESS MARKETING AND PUBLICITY

1.1  Marketing

The Organising Commitlee recognised from the oulset thal the success
of the Congress hinged upon altracting a delegote lisl al least comparable
lo those of recent previous congresses. Contribuling faclors in Lthe success
would be Lhe venue, the scientific programme, the social programme and the

publicity.

To support the publicity, a decision was taken to adopt a logo for the
Congress. The logo was agreed in July 1983 with early Seplember as the

larget date for letterhends and complimenlary slips.

.The cooperation of federated societies was also sought. at a very early
date to serve us vehicles for publicity to their members. Thig cooperation
was readily given. The Japanese society Lranslated the 'Call for Contribu-
tions' into their language and printed the translated version for circulation
to their members and others in Japan. Through ilems in Lheir newslelicrs
and by the onward posting to their members of the 'Call for Contribut]"ons'
and other publicity malerial, each member of the world wide fellowship of

Ergonomics and Human Faclors received timely information eboul the Con-~

gress.

The sales and: markeling campaign resulted in 560 registrants and 77
accompanying persons allending the Congress. These resulls make the
Ninth Congress Lhe best altended since the Second Congress in 1964,
exceeding lthe Congress Treasurer's original 'breakeven! La}‘g‘et of 300 full
ft—‘.r:-«payi.ng regisirants, and cven excced the Organising Commitiee's gonl of
500 regisirants. The wiry in which these resulls were achieved is summovi-
sed below.

' :HOOQ 'Calls for Contributions' were distributed in 1984 through natio-

nal socielies, al relaled caonferences, and as inserts in Ergonemics, The

Ergonomist and Applied Ergonomics.

1200 individuals, including 75 edilors of UK magazines, were pre-=
registered (i.e. name and address details recorded) by March 1885, 160
individuals from the UK had responded to Lhe 2400 magazine inserls and

the additional 1800 reply coupons.



3000 copies of the 'Provisional Programme and Registration Informa-
tion' were distributed in March 1985, including 700 copies to membors of

The Ergonomics Sociely who had not pre-registered al thal time.

An additional 500 individuals were pre-registered after the provisional
programme had been distributed. Apart from 140 UK company Personnel Mo~
nagers who were mailed, these came from direct enquiries and from names
advised by the Scientific Secretariat. They were made up as follows: UK
160, USA 34, Ireland 31, Netherlands 12, Australia 7. ]'ncreaéed response

from other countries was less than 10 per cent.

25600 copies of the 'Provisional Scientific Programme' were distributed
al the end of May 1885,

An estimated 60 per cenl of registration forms were reccived during a
21~day period - the week prior to and the lwo weeks after Early Fec
Deadline. Eastern European currency problems and French credit cards
nolwithstanding, a high proportion of 1'-egist:'ation forms arrived without

registration fees and/or hotel deposils.

10 individuals regislered and subsequently ‘cancelled, 17 individuals
registered and did nol arrive al the Congress, 060 registranls parlicipated

in the Cdngress, of whom 39 registered 'on-site’,

Particular aspeets of the campaign have been recorded  in ureater

detail in Lhe appendix.

1.2 Review

The firsl circulur, the "Call for Conlribulions', was intended lo he o
low-cost (origination/print/distribulion cosl) jlem for hulk distribul.ic:r.l. The
l'usporl&"..fs: o this *zrapeshol? appronch should have  enabled the larpot
audience Lo be defined for selective distribution of the second circulnr, the

'Provisional Programme’, @ much more expensive ilem.

The effectiveness of the first circular dislribulion was dependent.
upon the right quantity of literature, reaching the right person in cach
Federated Society at ﬂle right time for onward dierileLiérz to each member
of each national socicly. We are still nol confident Lhal Lhis was achieved

and the design of Lhe '@ull for Contribulions', as a poster wilh additional



tear-off reply coupons, would not have made up for any deficiencies in Lhis

area.

In order to help the Tenth Congress and future congress organisers,
we would strongly recommend that the IEA require each national society to
nominate al an agreed lime, say each September, an officer responsible for
the dissemination of IEA informalion. The names and addresses of these
officers to be held on file by the IEA, together with current detnils of each
society's methods and dales of distribuling sociely information to all of
their members. A further refinement would be for the IEA to earmark funds
for societies who might find such additional costs of distribution an one—
rous imposition on their budgeis. The Organising Committee attempted to
set up such a distribution system but not very effectively because of the

problem of identifying a Federated Society national representative.

50 per cent of the first Announcements and 80 per cent of the Con-
gress GSecretarial's time was employed in disseminating information at
related confereces or through requests for free inserlions in related
magazines. It is nol possible to assess accurately the effectiveness of this
marketing technique, olher than to say that 20 per cent of those atlending
the Congress did not claim to be members of federaled societlies and a high
proporiion of these 1nd_1v1dua]s_ may have learned of the Congress from
these sources., The .major problem with this type of marketing is the {ime
that it takes to do the job properly and assessing whether the resulls
adequately reward the efforts. Magazine editors require succinct press
releases aimed ai their readership - a copy of the firsl announcement
and a non-specific covering letter is not as useful, Similarly the Congress
has no control over the effecliveness of the presentation of its literature
al related conferences unless a committee. member altends and supervises
the display. The Codmg of reply coupons in order to monitor response
takes timeé and serves hf.t]e practical purpose - the resulls are of his-

torical JmporLance only The response t,o our efforls was probably as good

#s could have been expected.

The approach adopted by the Scientific Programme Subcommitiee of
permitting the contributions to define the Scientific Programme, resulted in
the publication of the 'Registration Information® in one brochure, wilth an
abbreviated scientific programme, followed by the later publication of the
*Provisional Scientific Programme'. This doubled the priqting and distribu-

tion costs and probably had a negligible impact on the conversion of pre-



registranle into registrants. Quite probably, the single most imporiant
factor, on the conversion of 50 per cenl of registrants, was the extensive
correspondence which the Chairman and members of the Scientific Pro-

gramme Subcommitiee undertook with the 300 or more contributors who took

part.

The resulls, overall, were salisfactory. Could Lhey have been achieved
more cosi-effectively? The answer must be - yes. But, as always, wilh
Lhe benefit of hindsight.

1.3 Publicity

Information about the IEA and the 9ih Congress was sent to Lhe
scientific attaches of nearly thirty *'Third World Countries®', to international
bodies like the ILO and ISO and to one hundred large companies in the UX
not known to employ ergonomists but whose activities could benefit from
the application of ergonomics. Every person who responded to the 'Call for
Contributions' reply slip to indicale an interestr in attending the Congress,

received a copy of the provisional programme and booking form.

One month before the slart of the Congress, every nalional newspaper,
the local papers in the Bournemouth area, lhe radio stalions and television
stations, both BBC and Independent, were sent a package of information,
This package comprised a letter, Lhe.provisi'ona] programmé and information

sheets summarising the sessions.

At the conference, the media were not much in evidence., The technical
editor of one influential Journal, The Engineers Digest with a circulation of
27,000, attended as did one technical journalist from Brazil and journalists
from the local Bournemouth press.

2. THE SCIENTIFIC PROGRAMME

2.1  Subcommiltee composition

Most Subcommittee members offered their services following a call for
volunteers, published in The Ergonomist. It is worlh highlighting the wvalue
of having on the Committee a mix of academics and. praclitioners, as well as
having individuals working in most of the major fields within the subject

of ergonomics. This range of expertise and experience represented among



the membership was invaluable in producing an interesting, lopical and ba-
lanced scientific programme and also in providing the knowledge and skills
needed to* referee the 'shorl papers' submitted for publication in the

Congress Proceedings.

2.2 Development of the scientific pfogramme

Three dilemmas confront anyone attempling to construct a successful

conference programme.

1. The 'Call for Contributions' has to have an inviting and clearly per-
weplible structure, so as to atiract a broad range of interesting and
relevant papers, but the final programme can obviously be constructed
only around the papers aclually submitted. Matching fulfilment and

promise is often difficull.

2, Criteria for acceptance of submilted papers have to reflect a compro-
mise between the need for high-quality scientific presentations and
the need for a commerically viable numbers of de]eg-ates. Having to

base acceptance on brief abstracts adds to Lhe difficully.

3. Deadlines for submission of presentations have {o reflect a compromise
between the need for reports on new or recent work and the need for
sufficient lead time to construct end publicise & preliminary scientific

Programme.

The following comments may help in assessing whether those dilemmas
were resolved satisfactorily by the Committee. In addition, information is

provided on the main decisions taken by the Committee.

2.2.1 Themes. During its first meeling, 19 major themes were identified

within ergonomics which were considered to span the'_ subject and
allow potential speakers to assess whetlher their specifié'con;ributions
would be sdcceplable. The Lhemes chosen lérgely' reflected areé_\s of applica-
tion (e.g. home, office, manufacturing_industx‘y), rather than broad theore-
tical - issues wi{,hin.ergonomics'(e.g. signal delection, learning, circadian
rhythms_). This was considered to represent. the right balance belween the
need to attract presentations from academics and praétitioners and the de-

sire to sell ergonmnics to potential users of its knowledge, praclices and

services.



As expecled, the popularity of the 19 main themes varied widely. Ses-
sions on 'Manufacturing Industry' and 'High Technoloigy® had to be sche-
duled on all 4 meetings days, whereas 'The School', 'Aids for the Handi-
capped' and 'Video Games' produced a disappointing responase, However, all
themes produced offers of papers and the salisfyingly high attendance
figures may serve to suggest that it was correct to relate the theme Litles

to ergonomics areas of application.

Al its 'first meeting the Subcommittee considered that it would be a
novel attraction to structure ithe main themes along the lines of Shakes—
peare's "Seven Ages of Man", to highlight the differing ergonomics needs
of the different ag:e—groups. This idea was publicised in the 'Call for
Contributions' and, to a large extent, the 19 main themes were a product of
"Seven Ages of Man" concept. However, this promise was notl fulfilled by
the final programme largely because of the difficulty of scheduling the
main themes so as to avoid major clashes of interest, but also because sub-
mitted contributions did not explicitly take up the age-difference concept.
Therefore, themes reflecting areas of application could be followed through-
out the programme by identifying the appropriate session titles, but no
altempt was made in the programme stiruclure to salisfy delegates with
specific interest in age-differences. However, this shorifall was nol high-
lighted in any of the feedback received from delegates in writing, sugges-
ting that they experienced little difficully in pursuing their interests, or

that Lhey_ fully appreciated the problems inherent in structuring a two-

dimensional programme.

In fact,. the Commitiee intlitially planned =a lhree-dimensional pro-
gramme: 'area of application' themes x 'seven ages of man' x methodologi-
cal issues appropmate to the different age groups. Cledz]y, the age-related
methodologlcdl slructure was abandoned with the dropping out of the
"seven ages of man' concept, bul a link belween ’'area of application’
themes and appropriate methodology was retlained to a lUmited extent within

the final programme.

2.2.2 Plenary addresses. IEFA Congresses traditionally commence each

day with a plenary session addressed by inviled speakers on
. topics of current interesl. The Commillee took an early decision that
Plenaxy Addresses should not simply be invited from the 'Grand Old Men!'
of the profession, bul from individuals actively engaged in research and

practice at importani growth points within ergonomics. In order to identify
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the topics and speakers likely to be of most interesl to potential delegates,
they were provided with space within which to state their theme preferen-
ces on the 'Call for Contributions' reply card. The returns from this exer—
cise were rank-ordered by popularity in order to identlify the 11 themes
which delegates most wished to pursue and which were needed to fit the
programme {3 per Plenary Session on each of the 4 days, except for the
first which included the Opening Ceremony). Since Plenary Addresses were
intended lo introduce a Ltheme which would be developed by a variely of
subsequent presentations, they were scheduled {hroughout the week in
order of decreasing popularity of the theme in question. Possible speakers
on the popular themes were identified by the Commiltee and invilations dis-
tributed in July/August 1984, Only in one case was the invitation declined

{because of pressure of work) and an alternative speaker approached,.

Time consiraints within the programme, and experience of poor—-guality
discussion following some earlier invited presentations to IEA Congresses,
persuaded Lhe Committee to allow 30 minutes for each Plenary Address but
prohibit  guesiions. Publicily material sent to delegates Jjuslified this
decision by highlighting the Commiilee's aim of diffusing information and
discussion arising from Plenary Addresses throughout the subsequent ses-—
sions on related themes. To enhance this process, all invited speakers were
asked to chair the nexl session on their theme whic_hfollowad their Plenary

Address. All accepted this second invitation.

The success of this attempl to upgrade and diffuse discussion of Ple-
nary Addresses throughout! the Congress programme is unknown. However,
no adverse wrilten comments were received on the lack of discussion du-

ring plenary sessions.

Success in cho'os-ing good and appropriale speakers to present the
Plenary Addresses muslt remain a matier of opinion. The qualily of presen-—
tations varied widely, allthough- attendan‘(.:e_remained reasonably high
throughout the 4 days. Any adverse feedback fro'r:ﬁ‘.“delegates concentraled
more on the quality of certain visual aids; rather than on the conlent or
sltyle of the speakers! presentations. Clearly there was success in identi-
fying important and popular themes for the Plenary Addresses, since this

choice was made effectively by the delegates‘themselves.

2.2.3 Cenvened seminars. In order to tlake advantage of local know-

ledge within federated societies, spread the network of invila-



tions within and outside professional ergonomiats. and unburden the Pro-
gramme Subcommitiee (o some extent, the Organising Committee took an
early decision lo invite people Lo convene seminars on any ergonomics topic
within the programme. Several thousand invitation cards were printed and
distributed, and respondents were encouraged (o proceed autonomously
with the inviting of their seminar contributors; simply keeping the Subcoxﬁ—
mittee informed of developments, In some cases, seminar convenors were
put in touch wilth coniributors of papers on relevant themes, but most

seminars developed around national groups of professional colleagues,

Was this exercise worthwhile? Ii produced sufficient material to fill 25
of the 72 parallel sessions, which was very salisfaclory; but this result
could probably have been achieved by a substantially smaller distribution
of more specifically directed invitations. On the negalive . side, aulonomously
convened seminars tended to produce uncertainly about whether they
would take place. They resulted in voluminous and often unnecessary cor-
respondence with the Committee Chairman and {usually in error) with Meon.
These effects delayed the production of bolh the preliminary and final

programmes {o some extent.

On balance, the exercise can probably be considered worthwhile, It
certainly produced topics and apeakers who would otherwise not have been
represented in the Programme, bul repetitions of this method should proba-

bly include tighter control of the invilations and Lhe seminars' develop-

ment.

2,2.4 Parallel sessions. The inilial *'Call for Contiributions? delegates

were asked to indicale their interest in contributing a review
baper, a research report, a poster, or a case study, and stale the theme(s)
lo which it related. A pravisional iijtle wasg x'equested. Respondentls were
senl an tabstract request form* in May 1984, asking for a sing]e~page
‘informative description of the work (o be reported and setling a submission
deadline of 1st September 1984, Al submissions were acknowledged and

information brovided on Lhe séhedu]e 01‘>future actions by the Subcommit-
tee.

Between July and Seplember 1984 the Subcommitiee assessed abstractiy
for acceptability, mssigned them provisionally to paper or poster sessions,
and grouped Lhem by topic area. By the end of October 1984 (220 abstracts

recéived) the Chairman had allotted these grouped papers to paralle] ses-



sions, given each session a brief title which identified its relation to n
theme, and drafted the provisional programme. The outline programme, gi-
ving full details of the Plenary Addresses but only session litles for the
parallel paper and poster sessions, formed the basis of the 'second
announcement': 'Provisional Programme and Regisiration Information', dis-
tributed in February/March 1985.

In November 1984, 'authors kits' began to go out to delegates whose
contributions had been accepled, (Only around 5 submissions were rejected
at this stage.) In addition to a formal acceptance of their submission and
information on future procedures, the kit contained a 'Presentation Requi-
rements’ form for indicaling visual and auditory =aids, plus typing grids
and instructions for Lhe preparation of camera-ready material to be inclu-~
ded in the Congress proceedings. The deadline for return of this material
was sel al 28th February 1985.

In order to maximise Lhe probability of extracling a written version of
their contributions from delegates, they were not told at this stage whelher
their presentation had been allotted lo a paper or a poster session. In the
opinion of the Org;anisiﬁg Commillee, paper and poster presentations were

of equal standing' bul this did nol seem lo be fully appreciated by the

autho_rs.

From February 1985, letlers acknowledging receipt of author's camera-
ready papers began Lo go out. These told authors whether their presenta-
tion was scheduled for a paper or poster session, specified its duration
and liming in Lhe programme, and provided further information on future
actions., Where appropriate, g‘uidance notes were provided on the prepara-

tion and presentalion of posters,

. During A-pri]/May'. a Detatled Provisional Scientific Programme was pre-
pared, al the requesl of the Organising Committee, to enhance publicity and
a.id commercial sponsofs‘hip. This versjon, which included the litles of con-
tributions and their authors' names and country of origin, was completed

in May and distributed in June 1985,

The 'Final Programme! closely followed the content and format of this
"Detailed Provisional Scienlific Programme', but included = few changes
- found necessary after receipt of authors' camera-ready material and after

the deadline for Registration. ANl speakers affecled by these changes were



informed of them personally, in wrif.ingT WiLH one or two exceptions, spéa-
kers accommodate’d‘ the changés without difficulty. The Final Programme was
distfibuted ‘al the Congress. It provided for 6 para]lell_sessions in each of
the -3 x 1% hour periods following each morning's plenary session. Each
paper session conlained a maxi_mum-of 4 speakers, each of whom was allow-

ed a tolnl of 22 minutes to cover both presentation and discussion.

2.2.5 Session_chairmen. In June 1385 the Subcommittee identified sui-

table chairmen for the Plenary Sessions and all parallel paper
sessions. (The Seminar Convenors either chaired their own session or pro-
vided an alternative.) Most chairfnen were identified from the list of regis-
tered delegates, but the opportunily was taken to invite a few selected
non-registered individuals. All but 4 or 5 invilees accepted their chair—
man's role and they were then sent all available written information on the
presentations in their sessions {(abstracts or 'short papers'), plus a copy
of their speakers' Presentation Requirement Forms. In the few cases where
chairmen did not actually show up during the Congress, their places were

taken by members of the Committee or other appropriate delegates.

2.2.6 Acknowledgement of help. Following the Congress, thank you let-

ters were sent to all invited speakers, seminar convenors, and

session chairmen.

2.3 Commenis on Subcommittee decisions and procedures

1. The decision to delay informing contributors whether they had been

included in a paper or a poster session may have contributed to the
satisfying result that over 90 per cenl of accepted submissions appeared in
the published proceedings as *short papers' {98 per cent of the papers
listed in the previsional programme; 81 per cent of the listed posters; and
85 per cent of the listed seminar contributions)., Intuitively, it seems
unlikely that 81 per cent of poster authors would have produced a camera-
ready shor{ paper had they been forewarned of the additional requirements
for a posler preseniation of their work. However, this policy also produced
a few cases of confusion and annoyance, when authors realised that they
had been included in a poster session. Confusion ugually derived from
foreign speakers' mis-interpretation of our request for a short paper as
acceptance of their work for oral presentation. Annoyance usually derived
from authors' difficully in obtaining financial support from their employers,

'simply ' Lo present a poster. This was particularly true for members of «
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group, Whose_employers_ felt thal any gr-oup member could speak (o a

posler.

The - Subcommlttee kept firmly to the pohcy Lthat posters and papers
had equal stalus in the programme, and resisted initial attempls by authors
o be rescheduled. Letlters explaining this policy were sent to any author
who expressed discontent. To enhance further the status of posters they
“were listed first on each day of the provisional end '-final programmes,
-before the parallel péaper sessions were shown. These measures appear to
have operated satisfactorily in that only three or four authors are suspec-
ted to have w1thdrawn thelr poster or failed to obtain support for their
attendance. A very small number of posters were, in fact, rescheduled as
papers just prior to the Congrees, when it became necessary to fill specific
gaps. in the parallel - sessions. However, our experience has appeared to
Justify the initial firm decision not to assign second-class status to

posters,

2. The decision {o set a relatively lax criterion for initial acceptance of
contributions also seems to have been Justified by the complimentary
remarks received on the Proceedings and by the high altendance figures,

Abstracts were largely rejected only on the dual criterion of:

(1) being written in incomprehensible English, and

(b} describing work which was really outside the field of ergonomics.

A few very lale entries_were rejected because‘the.re was no suitable space
for them in the programme. Otherwise, contributions were considered for
presentlatlion right up to the time of the Congress and submission deadlines
were simply regarded as devices for producing most of the required male-
rial on schedule. This placed w burden on the Subcommitiee, in that the
programme had (o be continually updated and correspondence with contri-
butors, by means of circular letlers, could not be phased neatly to avoid
overlapping commitments, However, the end product of a full. and interes-
ling programme was favourably received and there was no serious adverse
criticism of the facl that some clashes of interest among the 6 parallel

sesgions undoubtedly occurred.

3. The decision 1o keep contributors fully informed of future actions
when corresponding with them by circular lelter was a two-edged

sword., Tt certainly kept delegates up to date on our plans, butl it may have



produced annoyance or uncertainty w-hen actions slipped behind schedﬁlc.
This possibly occurred when delays were experienced in publicalions of the
oulline anci provisiénal programmes, although no secrious criticism was
received on' this issue. On balance, it seems preferable Lo publicise future

plans and live wilh the consequences of any departure from them.

4. Setting the Registration deadline at lst June 1985 produced conside- -

rable siress on certain members of the Subcommiiteeé in connection
with the allocation of rooms to sessions and preparation of the final pro-
- gramme. Given the delayed publication of the Detailed Provisional Scientific
Programme, an earlier Regisiratlion deadline was clearly out of thé- question.
However, it would have been advantageous for the Committee 't;o have set
the deadline at, say 1st April. This would perhaps have been- acceptable if
the Second Announcement had been published in January 1985, containing
full information on speakers and the titles of their papers. In the event,
the Chairman's absence abroad during November/December 1984 prevented
this happening. Perhaps one advantage of producing both an outline and a
d‘etailed ‘provisional programme was that it maintained a‘ steady flow of

"publicity about the Congress.

3. PUBLICATION OF THE CONGRESS PROCEEDINGS

Following established Society policy, considerable effort was given tlo
the publication of as complete a version of the proceedings as possible ‘in
advance of the Congress. Afier long discussion il was decided to request
from authors a three-page, camera-ready, 'shorl paper' on their contribu-
lion, whether it be a paper or a poster. This was considered to be the best
compromise between the lenglh of paper authors were likely to wrile and
the length of paper which would adequately describe the work reported.
The aclion plan, agreed with the publishers by contract, which was closely

adhered Lo, was as follows:

2/10/84 — Authors kits distributed

28/ 2/85 - Deadline for receipt of 'short papers’
31/ 5/85 - FEdited copy to Taylor and Francis

28/ B/Bb — Bound proceedings to Meun

2/ 5/85 ~ Distribution to delegates
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F‘o]loWing theif receipl by the Chuirmfm, copies of the camera-ready
- papers were distributed for refereeing and .editing by relevant members of
the Committee, who also added 3 or 4 appropriate keywords, to identify the
paper in the Proceedings Subjecl Index. Papers which did not comply with
the strict éonstraints_ on length and formal were returned immediately to
their aulhors for correction. It is recommended that fuiure congresses re-
quest two copies of the absiract which should include the keywords. Early

receipl of these hélps in the structuring of the programme,

Between 30 and 40 per cent of the caméra—readfy papers required some
.form of correctlion. This ranged from minor changes in spelling and wording
to major transcriptions into acceptable English, followed by retyping of the
complete text. The Organising Committee allocated £300.00 to this exercise,
but in the event Taylor and Francis covered the total cost of editing and

retyping.

A reasonably acceptable compromise gseems o have been achieved be-
tween the publication of a high-quality volume with a useful life of al least
five years, and the expenditure of totally unacceptable amounts of time,
effort and money on perfecting the manuscripts. All oral and written feed-

back on the Proceedings has so far been complimentary.

The title of the Proceedings, "Ergonomics International 85", was coined
by the Subcommiitee and adopted following consultation with the Editor of

Ergonomics International, the IEA Newsletier.

Following tradition, the Plenary Addresses (with one exception), were
published in a speciul issue of Ergonomics (Vol. 28, no. 8, 1985), which was
distributed at thé Congress. This also contained indexes of all authors,
subjects and institutions represented in the Congress Proccedings, Lhus
providing a comprehensive summary of who is doing what, where, in ergo-
nomics in the 1980s. The indexes of authors and subjects were also inclu-

ded in "Ergonomics International 85".

3.1 Summary siatislics* on the programme and proceedings

Contributions offered : 405
Contributions accepled: 390
as papers 186
as poslers ‘ 96

in convened seminars 98



Papers presentéd/withdrawn “ 174722

Posters presented/withdrawn. L 88/8

Seminar contributions presented/withdrawn 89/9

Camera-ready manuscripts published: 353
of papers | . ‘ . 192
of posters » 78
of seminar conlributions 83

(¥ Figures aré approximate in some cases, since coniribulions were being

offered, accepted, or withdrawn through to the final day of the Congress.]

3.2 Conference Proceedings

"Ergonomice International 85" produced favourable comment from dele-
gates and other readers. In additioﬁ to each delegate purchasing a copy,
141 have been sold during the 9 months after the Congress. The camera-
ready copy was delivered to Taylor and Francis on schedule. However,
these achievements were not accomplished without seriously disrupting the
normal work of certain of the editors, . in addition to occupying much of
their spare time ‘betwéen March- and May 1985. Problems encountered deri~
ved largely from foreign authors whose command of English was really
inadequate for the preparation of scientific text in that language. The
Subcommittee decided that a high-quality publication would be possible only
if the edited copy which was unacceptable and which would obviously not
be improved by returning it to the author was retyped. This resulted in
the editars rewriting and having ret.;)ped between about 30 and 40 per cent

of the so-called Camel‘awready cCopy.

If fulure organisers of IEA Congresses altempt to follow the Society s
example of publishing proceedings, they should realise thal an acceplable
product will result only f{rom the expendilure of congiderable amount of
time, effort and money. Publishing camera-ready copy as received from

authors will never result in useful Proceedings from IEA Congresses.

It is essential that authors provide telex, fax, home and wbrkplace
telephone numbers in order that communication delays be minimised,

especially when authors are overseas,
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4. SCIENTIFIC SECRETARIAT

4.1 Introduction

In this section a number of ilems are covered which relate to the -
running of the scienlific programme as a whole. Many of Lhe points are
specific to the use of the Bournemouth Internatljonal Centre (BIC),‘ although

the procedures adopted could be applied {o other large conferences held

elsewhere.

.4;2 Scienlific Secretariat

The members of the Scienlific Secretariat were all studc.nts at UK
universities studying approved ergonomics courses. They were recruited by
contact with the universily departments or in response to an advertisement
placed in The Ergonomist. Preference was given to students who were fi-
nancing their own studies and to those who were on postgraduate courses,
a]thdugh mature undergraduates were considered. A requirement was thal

they offered m second language to at least a good conversational standard.

Eight postgraduate and one undergraduate stludents made up the
Secretariat, who between them spoke French, Dulch, German, Portugu.ese,
Spanish and S$Swedish. French was the most widely used language during
the congress. There was an additional need for Polish and a delegate offe-
red his services In response to an advertlisement in The Ergonomist. The
need for {iranslation facilities cannot be over-emphasised, Because of the
complexity of the programme, many of the overseas participants needed

extra explanalion, often in their native languuge.

There was a need for delegates Lo be able to identifly readily members
of Lthe Secretariat so whilst on duty all members waore red T-shirts with the
congress logo on. The lwo coordinators who were members of the Organi-
sing Committee, also wore red. This was very successful, though the coor-

dinators through being so very readily identifiable were never off duty.

4.3 Dulies of the Scientific Secretariatl

Previous experience of running scientific programmes led to a core of
duties being specified. Extra duties were necessary because of the comple-

xity of the programme, the needs of overseas delegates and the problems

associaled wilh the congress venue.



‘The main dulies identified were:

- selting up sicienl.ific programme facililies

- erecting sign postling _

- oﬁgém’sing rehearsal times for speakers and chairmen

- altending rehearsal periods, loading slides and dealing with requests
for for AV aids '

- . attending each session lo operate s-v aids, acling as steward and
chair:man's runner

- collecting posters from delegales and mounf.ing‘ them prior to session,
remov‘ing and returning to delegates after session

- mannning sales point for T-shiris ete

- providing interpretlation fécilities

- dealing with enguiries about scienfitic programme and those of a more

general nature.

Having specified the duties to be performed the size of the Secretariai
could be determined. This was based upon the need to have one member in
each session, giving the requirement for 6 members. One exira person was
needed (o perform other duties or be resiing. In addition Lhere were 2
coordinators. Owing to the last minule increase in the number of delegates
and the easing of financiel consiraints, the size of the Secretariat was
increased to 11 (9 students and 2 coordinators). With hindsight tilis should

have been increased to 17.

4.4 Detailed comments on dulies

4.4.1 Selting up scientific programme facilities. Setting up commenced

on Saturday afternocon prior Lo congress opening on Monday. Du-
ring this period the Secretariat received training on the use of audio-
visual equipment, eslablished procedures for & number of items, worked cut
duty rostas, collaled oulslanding ilems for chairmen and undertook a vari-
ety of tasks in support of other members of the Secretriat. Sign posting
was erected during this period (see 4.4.2). One of the most important func-
tions of this pre-congress period was to allow the Seécretarial to develop

into o team capable of self-leadership and motivatlion.

4.4,2 Erecling signposting. All the required signposts had been identi-

fied on prior wvisits to the BIC and had been prepared in ad-

vance. A small number of additional signs were made up on site. The time
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allocated for Big‘npoering was adequate bul even so it can place a conside-

" rable workload on the Secretariat. The 'signposting. referred to here was

that designed to direct delegates around the conference centire and to the
main holels. Signs were erecled b}} motloring organiaationls to direct. dele-

gates from thg edge of town to the conference centre.
The major problem with the site signposting was the difficulty in
gaining access to Lhe correct rooms at the required time - thus making a

difficull and time consuming task more so.

4.4.3 Organising rehearsal times '_for chairmen and speakers. Pre-con-

greés it was agreed that t;he rehearsal beriod for each session
would take 'pl-ace two sessions in advance. One rehearsal room per site was
allocatedr (one inﬁIC, one in Highcliffe} and rehearsals were held at the
same site as the relevanl session. This period was intended for chairmen to
meet speakers, for slides to be correctly loaded into 35mm trays and for

other AV equipment to be rehearsed,

On registration each speaker and - chairman was identified by the
Secretariat and referred to the Secretariat desk. A prepared sheel was

distributed with the time and location of the rehearsal period shown.

The system worked well though failed to caler for those speakers who
altended for one day, and hence could have missed. their rehearsal period.
A ceriain amount of flexibility was required to deal with this and to ensure
that all speakers had met their chairman prior lo the session, Ideally all
speakers and chairmen should have been notif"ied before arrival at the con-

gress of the times allocaled for their rehearsal period.

Each rehearsal poriod wuas attended by one member of the Secrctarial.
All 38mm slides were londed into the projection (rays and using preprinted
labels the session number, speaker's name and room were entered. Each
loaded tray was checked in projection, Following each session all loaded

slide trays were returned !o the rehearsal room for collection by Lhe

speakers,

4.4.4 Attending each session as AV operator, steward and chairman's

_ runner. Before each session the slide trays were collected from
the rehearsal room and taken to the session reom, they were returned at

the end of each session. The member of Lhe Secretariat present in each



BeRslon ac,Lcd ag AV operalor, loading the projeclors and ensuring Lhat
each speuker knew how to use the equipment, and dealt with any problems
thal arose "during the sessmn, Any major lechnical problems were deall
with.by the AV company staff who were present throughout the week;
Special AV. such as 16mm film or videos were also dealt with by the .

professmnals.

In several cases the raole of steward resulting in barring people ffom
the session once the room capacity was reached, Normally, however, the
slewarding role was merely to ensure that all attendees were geated with
spare seals left adjacent to the doors for latecomers. The role of c’hair—‘
man's runner covered numerous. small tasks from oblaining more water, to

seeking oul lost speakers.

When the work rosta was esilablished, strenous altempls were made to-
allocate members of the Secretariat to sessions of greatest interest to them,
bearing in mind the need for translation facilities during the discussion

periods which had to take precedence over personal inlerest.

4.4.5 Mounting and removing poslers each evening: collecling and

returning posters. Each posler presenter on registration made

contact with the Secrelariat. Delails of when and where to hand in their
poster were given oul. Fach presenter was Lo hand their poster in by 1700
hours on the day prior to presentation, and collect il by the end of the

congress. Inevitably some poslers arrived lale, i.e. Lthe one day delegate.

The putling up and removal of posters took more time than was ex-
pected. Depite instructions to the authors many posfers were presenied .in
numerous small sheets, thus requiring considerable consultation with the
authors regarding the correct layout. The point cannot be emphasised too
much that poster presenters should either pul up their own posters or
provide them on a small number of large sheets with explicit instructions
regarding the Jayout. It would have also been easier if a large 'dusthin?’
had been provided and the presenlers had lefl Ltheir posters there and

collected them from another 'dustbin' the nexi day.

The need for translation was greatest for the posters. In a number of
cases the author arranged times when a member of the Secretarial would

be available al the display to assist the author in answering questions.

18



4.4.6 Manning sanles point - for T-shirls etc. A number of items were .

offered for sale during the Congress. These included T- shirls
and sweatshlrts, stickers and proceedings {available only to a small number

of delegates). In addition = pholocopying service was offered to delegates.

4.4.7 Providing translation facilities. The number of languages provided

by the Secretarial was adequate to deal with the majority of
delegales. The cssenlial languages were French and Polish. In retrospect

- there was a need for Japanese translation.

Translation facilities were used on registration and in assisting poster
bresenters with questions. In the main sessions there was little call, though
a careful walch was kept on the nationality of speakers, and where poten-
tial problems could have occurred, the Secrelariat member atlending the

session was selecled for language ability,

4.4.8 Dealing with general enquiries on the =scientific _programme and of

a _more general nature. The Sccretariat desk became a general

enquiry point for all delegales. ‘In addition to this enquiry desk ‘Meon had
two points of contact for delegates ~ the registralion desk and an

enqguiry desk.

4.5  Audic-visual equipment’

The AV equipment and two operators were provided by an oulside
tontractor, and they dealt with all AV equipment other than 35mm projec-

tors and QOHPs.

All presenters had been asked prior to the congress Lo supply details
of lheir AV requirements. This resulted in numerous problems, particularly
.wiLh video equipment. Despite specifying the type and slandard of equip-
ment available several presenters arrived wilh tapes of different slandards,
This point cannot be emphasised enough, the number of different standards
for videos is considerable, and even equipment of the same type does not

operate on the same standard throughout the world.

The use of OHPs also caused problems, bul in this case for the au-

dience. The quality of OHPs was as usual poor, and consideration should be

given lo banning OHPs.
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4.6 Room allocation

Rooms'were allocated to sessions by the organisers whﬁ used a combj-
nation of experience and a small sample of delegales sf.aLed preferences. As
the number of delegates increased conmdexably over that expecled there -
were difficullies with the size of the session rooms. There was a lack of
rooms seating 80-100. This was a problem peculiar to the BIC and should

not apply elsewhere.

4.7 Communications

For the first time CB radios were used by the Secretarint. For a lwin
sile operation this was essential and proved to be mvaluab]e. A]l’org‘anlsers
and prime locations should be ]mked by some form of communication, and

CB type radios have numerous advantages.

4.8  Oiher comments

Supplements were printed at the last possible lime for both the dele-

gates list and the scientific programme, Changes to the programme during

the congress were minimal.

5. SPONSQORSHIP AND EXHIBITION

5.1 Spansorship

This area of responsibility was seen as a very important one for the

committee and a subcommillee was formed lo promote sponsorship.

From the early stages of orgnnising the Congress, Lthe ‘'many imponde-
rables, especially those relaling (o Lhe likely number of delegates and
conference fees, cncouraged the view thal confidence in a financially suc-
cessful congress would be reinforced through a sizeable level of sponsor-

ship. Hence a great deal of thought and effort was devoled to this end.

One of the major factors identified as being imporiant in aliracting
sponsorship was making the correcl "approach Lo poclentia) sponsors. This
would include the benefils which the Congress could offer in exchange,
Another major factor was the timing of this approach, prior lo funds for

public relations and markeling being Cully allocated.
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In AUgust 1983 the Chairman of the Subcommitlee conlacted Lhe Mar-
keting Managers or. Public Relahone Managers of a number of large compa-
nies known to promote the research and application of ergonomics in order
to ascertain how they would receive an approach for Bponsorshlp and for

advice on the best stralegy and terms fo use in that approach.

At an early date it was understood that a large area, the Hampshire
Suite, at the Wessex Hotel would be available for an exhibition. One induce-
ment to sponsors would therefore be free exhibition space, The spuace was
estimated to accommodate twenty exhibitors. The subcommittee then prepa-
red a package of informalion to be distributed to a selected list of poten-
tial sponsors, all known to have some connection: with ergonomics, Before
the package‘ was finalised whilst awaiting the printing of the headed note-
paper, the Organising Commitlee was informed that under new management
the terms and condilions for the use of the Wessex Hotel had been funda-
mentally altered. Amongst the changes was the unavailability of the pro-

posed exhibition area.

With the loss of this facilily, the subcommittee had io delay the launch
of the appeal for sponsorship untlil an alternative exhibition area could be
identified and agreed. Regretlebly, the securing of the exhibilion ares
within the Tregonwell Hall was nol achieved unti] late November 1984. The
provisional allocation of space allowed for 14 places each of 3x3 m, hence
the maximum number of offers of spaces Lo potenlial sponscors was limited
to 14. This space restriction forced a severe limitation on the number of
potential sponsors who could be approached at any one time, since free
exhibition space was relained as one of Lhe atiractions o polential spon-
saors. In retrospect this may have beecn counter-produclive because a good

response from sponsors would have enabled allernative exhibilion space lo

have been hired.

In mid-December 1981, the aclive sponsorship appeal wus launched. In
the first round {wenty companies were contacled, first by phone to speak
directly with the appropriate publicily and markeling executlive, Lhen to
post the sponsorship appeal package to them. After = period, if no reply
was received, the executives were contacted again by phone. When a nega-
tive response was received, another compeny o©on the list was chosen to be
approached. A tolal of thirty-two firms was appronched. In the vasi majo-
rity of instances the reason given for rejection of our appeal was that

their budget had already been committed for 1985, often as early as April/
May 1984,



The resulls of the sponsorship éppezﬂ are given in the financial,
summary.

-

5.2 Exhibition

The originel ideas regarding the exhibition ranged from an ambilious.
semi~commercial 'open' exhibilion of products and services lo a 'closed!

exhibition for atlendance by Congress members.

The key factors which would decide the option taken would be the
exhlblllon area obtained and the lead time for soliciting exhibitors.
Unfortunately‘, exhibition details were not confirmed until November 1984 as
slated above. -The_ management of the Congress venue stipulated that no
charge could be made by the Congress to an exhibitor for a site. The cost
of providing eleciric power points and extra lighting would be charged to

the Congress and these charges could, however, be passed on.

5.3 Genera] observation

Organisations approached for sponsorship al an early date, that is, in
1983, wished to kn'owlhow they would benefil through linkage of the scien-
tific programme to their business activities. Similarly, the media expressed
an interest only .w‘hen they could read tilles of papers and identify topics

atiractive to their public,

IBM mounted a new and very good exhibition which had been devised
in the USA and‘especially flown to the UK for the Congress., This was one
of the highlights of the exhibition.

Despite notification from six federated socmtleq that they would mount
an exhibition, cm]} one appeared, that of the Ergonomics Soclety of Austra-

lia and New Zeland with publicity for the 10th Congress of the I[EA.
The exhibitors are listed as follows:

British Telecom
Butterworth

Concern Complex Design
HUSAT
IBM
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Ir_latitut.é for Consumer Ergonomicﬁaj

Maltron .

Organfsing Committee for the 10Lh IEA Congress
STR

Taylor and Francis

The Robens Institute

Wiseprise Books Exhibitions

Although the exhibition was small, it was considered successful.

- 6. TECHNICAL VISITS

Organising these proved much more difficult than originally envisaged.
Not many ergonomics establishments are within a maximum of one and half
hours coach drive from Bournemouth. Most in the 'catchment area' were
contacted, but all those connected with the defence industries (both
governmenl establishmenls and private firms) regretfully declined to offer
a visit for security reasons. In some firms, due lo commercial pressures

and changes in staff, early tentative offers that had  been ‘made were

withdrawn,

However, through the contributions of various members of the Organi-
sing Committee, five industrial visits were offered. Only cone had Lo be

cancelled due to lack of interest.

130 places were available on the programme of Technical Visils. Ergo-
nomics and Materials Handling Research Unit {(EMHRU) and Plessey Eleciro-
nics proved to be the most popular, while the visit to the Institute of
Sound and Vibration had to be cancelled due to lack of interesl. As with
the social programme actlivities, a number of individuals wished to cancel or
book Technical Visits on-site in Bournemouth. The cancellation policy as
advised in the Provisional Programme was adhered to for the first 2 days
and thereafter the Congress Secretariat operated as a ticket exchange

agency rather than a selling agency.

It is arguable that the Congress should have lasted a full 5 days,
with a mid-week break on Wednesday 4 September. This would have allowed
participants to relax on either a touristic excursion or a technical wvisit, or

a combination of the two, for a haif or full day mid-week. Had the Techni-



‘cal Vlslt hosts been able to cope with more Lhan 20 part:ctpanle per visit,
this would undoubted]y have mcreased mterest in this part of the pro-
gramme. The requirements of most parhmpants for at ]easL one extra
night's accommodation would. have improved the negotialing position with
hoteliers. The decision to place the Technical Visits at the end was taken to

allow UK delegates to return to work on the Friday.

7. STUDY TOURS

It was believed that those travelling from afar to the UK for the
Congress, might welcome the opportunity to increase their kndwiedge of
some of the cenlres of ergénomica the UK end Europe by visiting them. As
a service and to enhance the atiractiveness of attending the Congress, the

Organising Commiltee agreed Lo assess the demand for study tours.

The first Anouncement and Call for Papexs included a set of questions
requiring respondents to indicate a preference for a pre or posl Congress
study tour and to estimate the probability of booking on a study tour
Should one be available. The response to this market survey was very
encouragmg The analysis of pre-registrations compiled on 19 October 1984
showed that 51 and 113 people were interested in pre- and post-Congress

study tours respectively.

Interest in study tours
Pre-Congress 51
Post-Congressg 113

In view of this, the subcommitiee spent a considerable time correspon-
ding with colleagues at potential venues in the UK, Belgium, France, Ger-
many and Holland, and many enthusiastic offers to collaborate were recei-
ved. In consequence, the subcommittee drew up plans for study tours in
the UK and on the Continent. However, as some of the responses from po-
tential hosts were received very late, details of the tours, including costs
and dates, could not be finalised early enough (o circulate with Congress
publicity. At the December 1984 meetling of the Organising Committee it was
decided to abandon study tours to venues in Holland and Germany. Only
one post-Congress study tour, of UK venues, would be offered. The detaj-
led organisalion of Lhe UK study tour was passcd to Meou, However, even

this tour was so poorly subscribed that it was cancelled,



This suggests that without a financinl commitiment, paper promises are
not to be trusted and cannot justify time consuming and expensive Commit—
tee effort. Nevertheless one must take initiatives to make achievements and
anticipate the occasional failure and nol Fule oul the possibility that it

might be appropriate Lo arrange stiudy tours in conjunclion with other

Congresses,

Meon's analysis of the response to the First Announcement and sub-
sequently of the Study Tour Questionnaire indicated that very few indivi-
duals would actually take part on the Study Tour. Nevertheless, a Study
Tour wilh a capacity of 25 participants and a breakeven of 16 parlicipants
was organised and published in the Provisional Programme. The Study Tour
was cancelled during the first week in July since only 4 people had booked
to join by that date.

8. SOCIAL PROGRAMME

In planning the Social Programme, it was assumed tha! some 400 parti-
cipants and 100 accompanying persons would be likely lo altend Lhe Co.n-
gress, Normally about 10 per cent of parlicipants are accompanied but,
given the facl that Bournemoulh is a seaside resort, il was hoped that 25
per cent of participants would be accompanied. In the eveni Lhe figure was

only 14 per‘cent, 77 accompanying persons.

The programme was divided into 3 separate sections. There was an ex-.
cursion for accompanying persons every day -~ 'a half day on Monday and
3 full days, wilth a capacilty of 200. As a rule of ‘thumb, calculations lare
- based on the assumption thalt each accompanying person is lilely to buy
one excursion allthough, of course, the reality is thait a nuinber of indivi-

duals purchase up 1o 3 excursions while uth-e:"s purchase none at all. For:
.'Lunate]y, the fixed costs were broken even on 20 people to each coach and_
with a lotn]l of 91 reservations, a small operating surplus was made. Despite
the fact that on most days Lhe weather was really very poor, nearly every-

one who boocked actually participated. The programme was apparently well

received,

A total of 183 individuals bboked to join the 'free' guided walks, yet
only 33 individuals actually participated. Since the guides are local volun-

teers who receive no remuneration, the low lurn-out was extremely disap-
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pointing. Although this can be partially explained by the bad wealher put-
ting people off, it is equally likely that the majority of people booked for a
walk leaving at 2,30 on Sunday aflernoon and in the event failed to arrive
in Bournemouth until after thal {ime. Individuals are much more likely to
altend, having already booked, if they have had to pay even a nominal sum

for such an activily.

With the exception of the 2 receptions on Sunday and: Monday eve-
nings, both of which were attended by 550 participants and accompanying
persons, a barbecue, a dinner and a 'pub crawl', with a total capacity of
516 places were planned. The barbecue had Lo be restricied to 120 places,
being the number who could be accommodated in the event of rain, and
this was compeltely sold out. The first pub craw! was so popular that a
second pub crawl was operaled following the reverse route, and bolh were
almost completely sold out, 50 per cent of the participanis at the Congress
attended the Congress Dinner. Traditionally, this is the evening aclivity
which .participants make a point of attending. In practice this type of
group catering is often rather disappointing because the chosen menu is
usually rather bland, the sefvice often iakes a long time and prices seldom

reflect substantial quantily discounts.

In the view of the Conference Secretariat the problem with offering
such activities Lo a mixed home and overseas sudience is that the UK ele-
menl will always perceive the evenl as being expensive, since they would
be able to organiseA similar activilies - in their own view - less
expensively, because they will always discount the cost of their own time in
mal{ing the arrangements and will fail to add in any of the cosis other
than the obvious catering cost. Overseas participants, on the other hand,
invariabl-y find that the even[s‘repr‘esent good value bhecause they would
have VI"'lO olher opportunity for"engaging in such an aclivily {the sameraci.uf
ally abpliias for the home participants as well), The result is that the Price
r‘cbresents- 8 compromise - it covers the calering, the venue costs, the
Lx‘anspo-rt,.the escorls! and 'diriverjs’ Lime and out of pocket expenses, and
makes some contribulion towards the cost of inspection visits, reservations,
invoicing and ticketing. An important cost, the cost of entertainment (in the
case of the barbecue, Master Gordon the minstrel), is only allowed for ornce
a certain level of sales had already been achieved. This approach presup-
poses th‘at'participants will be able to entertain themselves, given the food,
the trapsport and lhe suroundings., This is by no means necessarily the

case. Meon's experience, and the experience of overseas conference organi-
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sers, strongly suggests thal one should ignore the wishes of the home pur-
ticipants in planning a social programme and one should caler primarily for
those from overseas in order lo produce a high cost, high quality program-
me incorporaling professional entertainers. Ultimately the participants wish

to be entertained, and good professional entertainment is never cheap.

One thing that is important is not to build up participanls' expecla-
tions that they will receive a high level of enlertainment when this in fact

is not the case.

9. HOTEL ACCOMMODATION

An analysis of the response to the 'Call for Contributions' indicated
that 60 per cent of participants would require single room accommodation,
and thal the requirement based on price/quality would be approximately 20
per cent in First Class hotels, 50 per cent in Tourist Cless wilh the
balance of 30 per cent in Budget Class hotlels. IL was also seen as probable

that the average length of stay would be no more than 5 or 6 nights.

The first week in September is stiill the 'high' season in Bournemouth,
where only 10 per cent of hotel rooms are sing]g rooms. At this time of
year, the majority of holeliers (aparl from the management of the 4 and 5§
star properties) anticipate that their -'averagé‘ booking will generate
revenue on the basis of 2 persons in each bedroomn on n bed, breakfast

and dinner basis for a 7 night period - Saturday-Friday night inclusive.

It was considered essential that all the holels used were within a

shart walk of the Bournemouth TInternational Centre and of each other.

Negolialing within these constraints, Meon were abhle Ao contract on o bed
and breakfast only basis in excess of 300 bedrooms - 26 per cenl of
which were single rooms or sole occupancy twinsg -  on the basis of a

review/release date of 15 June Lo give hotleliers a reasonable opportunily to
sell any unsold allocalions. The allocation between grades of holel was
based on the First  Circular response. Budget hotels (guest houses) szell
"direct’, without leaving a retailer's margin, thus nﬁ‘ average booking fee

of £2.00 per night was added to Lhese prices.

An interpal maller for Meon . is whelher the booking fec revenue com-

pensated for the additional administrative work invelved in providing hotel
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accommodation in the budgel category. In lotal, 71 different room descrip-
tions and prices were inpul into Meon's computer reservalions system.
Since {wo hotels, the Highcliff Hote]l and the Wessex Hotel, accounted for
over 150 rooms, this represented an average allocation of 2.52 rooms for

each differeni room description/price.

Despite the explanation of the hotel room availabililty in the Provisional
Programme, only 10 participants agreed Lo share twin-bedded accommoda-
tion; less than 50 per cent of the requests for accommodation were received
by the release date (15 June}.

Ultimately, 70 per cent of ithe demand was for single rooms and the
average length of stay was only 4.77 nights. This meant that the business
being offered by the Congress was most unatiractive to Bournemoulh hole-
liers - one hotel even rejected reservations which we had confirmed to
parlicipants - and we were obliged to refuse to reserve accommodatioh

for some individuals who asked for less than a 4-night stay:

Two factors allowed supply to be matched to demand as closely as

Meon "achieved.

() The willingness of the Wessex Hotel, from the time when we started to
zet iﬁto trouble, to allow the Congress use 76 per cent of their rooms
as single or ‘sole occupancy rooms -~ ihis represented a commitment
by the hotel's managemeni Lo the Ergonomics Congress in particular
and the concept of conference business in general, this has not béen

adequately recognised.

{b)  The poor British summer which depressed compeling demand from Bri-
tish holidaymakers allowed Meon Lo converd some of the twin—roofp
allocations into twins for sole occupancy and . to pick up new 'sole

cccupancy ' allocations in Lhe vicinity of the Pavillion.

Naﬂuraily the sole occupancy rooms cost more than the single rooms which

were available.

‘A]thc‘)ugh full payment was required: from partric:ipants by 15 Ju]y,
Meon was 'al risk' for £20,000 of unpaid hotel . accommodation on Registra-
tion Day - 1 September, All these debts, with two exceplions, were .col-

lected and other on-site operational problems were kept lo a minimum. Easl
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Europeans and others arriving without hote] reservalions (lotal 38) took
advantage of the special on-site hotel booking service which Meon set up.
Three indiViduals complained that the price they paid for their budget
class room was more expensive than that advertised by the hotel, four
individuals complained that Lheir sole occupancy {win-room cosi more than

the price of a single room - all appeared salisfied with Meon's expla-

nations.

Sixty participants (20 per cenl of all bookings) altered their hote)
reservalions while in Bournemouth -~ the majority leaving a day early.
Once this pattern was perceived, individual hotels adopted the following
policies - PFirsl Class hotlels full refund, Wessex Hotel 50 per cent refund,
Tourist and Budget Holels no refunds. Meon refunded, as appropriate, all

these participants before they left Bournemouth,

In total some 610 participanis and accompanying persons were likely
to have required accommodation in Bournemouth., The Congress Secretariat
reserved accommodalion in advance for 400 individuals {being 65 per cent
of the total) including 95 per cenl of all acéompanying persons, and made
on-sile reservations for an additional 50 who arrived without pre~reserving
accommodation. A small proportion of the remaining 27 per cenl were accom-~
modated by overseas iravel agentls, m particular West German and Japanese
groups, wilh the balance - predominantly British - making their own

arrangements,

10.  FINANCIAL REPORT

i0.1 Introduction

The Congress was sa[isfactory financially, providing o surplus of just

under £20,000, apprbximate]y 20 per cent of the turnover.

‘The scope of this report is limited to those financial aspecls of the
Congress concerning the ES and the IEA, namely the costs of the organisa—

tion, - publicity, registration and staging of the Scienlific Programme.

In the sections that follow delails of income, expendilure, budgeting
and cash flow are summarised and the use of professional conference crga~

nigsers and administration of a Jjoint bank account are discussed,
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It is intended that this report should supplemenl the Congress
accounts and thereby give background to the financial slalements, It is
provided primarily for the benefit of futlure organisers of inlernatlional

ergonomics meetings and the Honorary Genersl Treasurer of the ES.

10.2 Financial slatements

The financial statements prepared by Meon, dated 8 November 1985,
include virtually all the Congress transactions. These statemenis are
included in the appendix and have been approved by an accountant (see
Appendix 2}) They may therefore be accepted as the true record of the
Congress accounts. Items of income and expendilure after 8 November 1985
arise from interest earned in the bank deposit account, commiliee expernses
and insurance. Details of these will be reported by the Honorary Congress

Treasurer {o the ES when appropriate.

The financial statemenis {Appendix 2) show that an income of £92846.19
and an expenditure of £73166.18 provided a surplus of £19680.03. Thus the
surplus represents 21.2 per cent of the Congress income, excluding thatl
from accommodation, social events, etc, which were the responsibi]ity of
Meon. A detailed analysis of income and expendilure is available on request,

from the Congress Treasurer.

10.2.1 Income. Three sources of income are defined. Registraﬁon fees
accounted for £85,945.00, donalions (sponsorship) accounted for
£4,850.00 and the sale of Congress goods, Procecdings and interes! recej-

vable from the bank accounted for £2,051.18.

The income from sponsorship is disappointingly low, although it is, in
effect, greater than lhe sum of £4850 showh. There were two other spori-
Sor.'s, Ta.y]or and Francis Ltd and British Airways ple, who did nol muke
cash contribulions. Taylor and Francis provided assistunce with the: pro-
ductmn of the Congress Proceedings ( (£708) and paid for Lhe shoulder bags
used as Congress documenl cases (£1717). British Airways provided Lravel
with extra baggage allowance to R.Sell and C.Andrews to the wvalue of
approximately £750. Sel against sponsorship is the sum of £111 which was
the cost borne by the Congress on behalf of the Standard Telephone and
Radio AG display. Thus the net value of c;pcmsorshlp was roughly £7912,
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The bank account will not be closed unti]l efter the finnl committee
meeling and all expenses have been paid. Unlil thal time, some income will

be earned’by the capital held in the deposil account,

10.2.2 Expenditure. The five largest items of expenditure, all exceeding -
E5000, accounted for more than 75 per cent of the total expendi-

ture.

10.2.2.1 Payments to Meon tolalled £20,920.08, not an unreasonable sum for
the services provided by Meon but at E35.60 per registrant it is

somewhat in excess of the £25 suggested by Meon as a vérx rough estimate
in mid-1982.

A large payment, which had nol been budgeted, of £3528 was made Lo

Meon after the Congress to cover the cost of staffing the VRegieration
desk.

10.2.2.2 Congress Procecedings cost £12,721.72, i.e. 508 hocks at £20.84 and
427 journals at £5.00,

10,2.2.3 Printing and stationery for the Congress "cosl’ £8839.73. This
included First and Second Announcements, .Provisional and Final

Programines, Lists of Delegaies, letterheads, slips, elc.

10.2.2.4 Commitiee meetings and associated expenses cost £6882.73. The

first meeting was held in January 1982 and this sum includes
provision for the final meetihg vel to be held. The activities of three com-
mittees - the Organising Commitlee, the Scientific Programme Committee

and the Publicity and Sponsorhip Commitlee, are covered.

10.2.2.5 Committee expenses at Bournemouth amounted to £6849.91. These

expelrlises include the cost of accommoedating Lhe Officers of the
IEA (4 star), the Organising Commiltee and Proceed'ings editors (3 star),
accommodation ..and travel expenses of the Scientific Secretarial ete. In
retrospect, it would have been impossible to run the Congress without the

contribution of all those committee members who attended.

10.2.3 surplus. A healthy surplus of £19,680.03, or Just less than E£34
per regisirant, was achieved. This ‘can be atiributed mainly to

Llhe financial break-even: point ‘being 300 registrants and more than 500
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' finally attending. However, less than 350 of the regisirants were members
of societies federated to the IEA. It was a matter for concern that by the
early fee dehdline (1 June 1985) only about 180 regisirations with payment

had been received.

It was only in the two weeks prior to the Congress thal an altendance
of 500 or so and hence such a substantial surplus might have been predic-
ted. However, even during that period a high atltendance and income were
not guaranieed because many potential regisirants had made no pPayment,
The amount of money that had to be collected at registration contributed

significantly to the slaffing costs referred to in Sectlion 2.2.1.

10.3 Budget

A draft budget was prepared by Meon in. February 1983. The Organi-
sing Committee decided that the proposed expenditure must be reduced and
this was achieved largely by abandoning simultaneocus translation and
thereby saving more than £10,000. A revised budget was approved in June
1983 and turned out to be reasonably accurate. Table 1 shows, for the
items where comparison is possible, the actual expenditure and that bud-
geted for the particular item in June 1983. Fixed and variable expenditure

have been combined where appropriate.'

Table 1: Actual expenditure and budget (in 1987) comparison for

certain'items-(to nearest £10),

Ttenm ‘ _ Expenditure (£) Budget (£)
Printing & stationery . BEA0 9105
Distribution | 2830 4990
Venue & signpostling : '.3830 3650
AV equipment C - 2860 1510
Interpreters | 7l520 1000
Hospitality . - 4820 6300
Proceedings | | 13720 11750
Committee meetings GB80 7620
Committee Congress expenses | B850 7000
‘Fees to Meon ' - _ 20920 12600
‘Insurance o 930 2000
Audit — | 380 2300

Total . 72380 _ 70855




Almosi all the total expendilure appears in Table 1 and the closge
agreemenl belween expenditure and budgel is atiributed to Meon's exper-—
lise in drawing up the budget and to the Congress Treasurer's monitoring
of the expenditure. This was facililtated by the Congress Treasurer monito-
ring expenditure, producing financial summaries and tabling them at Orga-
nising Commitlee meetings. An example of a financial summary is given in
Appendix 3. By moniloring actual income and expendilure closely the finan-
cial balance at the end of the Congress could be predicted wilh some con-
fidence and control of, or adjuslments to, expenditure could be made as
appropriate. For example, the Congress Welcoming Reception could be made
more or less lavish, or committee expenditure restricted, or on-sile expen-

diture such as hiring a minibus when it rained, could be sanctioned.

10.4 Cash flow

A graph showing the approximate Congress income, expendilure and
balance is given in Figure 1 in the Summary Section. The values plotted
are for the ends of the months shown. Nole that there are changes of scale

on the axes and values are nol available for every month,

The graph illustrates the imporinnce of cash flow and the element of
'risk' which organisers of international meelings can run. Approximately
£15000 had been expended in the 3% vears prior to the Early Fee deadline
of 1 June 1985, Against ihis ou{f]ow‘£15000'was received‘during the 3
months prior to 1 June 1985, Thus the long period of negative cash flow

was not reversed until shortly before the Early Fee dead]ine.‘

Thereafier, cash flow became positive and the concern was focussed
on the element of risk attaching to the Congress organisers. It was antici-
pated that a further Lr‘lanche of £60000 would become payable in the month
prior to and the montih after the Congress. The majorily of thlq expendi-
lure was fixed (in the run up to the Congress, firm quantities had to be

ndvised to suppliers, lurning 'variable! expenditure into 'fixed' expen-
diture),

It was essential to generale sufficient income to cover this expendi-
ture, and it was not until the week prior to the stért of the Congress that
tolal income received equalled tolal actual and fof‘tcast expenditure. In
consequence, the risk contmued to be high until the last moment, and was
aggrevaled by the fact Lhat Lhere was no provm;on m' the experlditUJ"e

budget Lo allow for any unforeseen conf,mgenme%
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Despile ‘'chase' letlers 5eing sent to debtors, £16000 was still out-
standing at the start of Registration Day. This represented mmounts due
from registtants who had registered and paid only a proportion of Lhe
Registration Fee. It could not, prudently, be assumed Lhal nll these ba-
lances would be collected. Everyone who arrived at the Congress was obli-
ged lo clear their outstanding balances, before receiving their documen-
tation - a number of individuals claimed that their companies had recenti-
ly forwarded monies on their behalf. They were asked to settle the debt
personally, end the Congress Secrelariat subsequently reimbursed those

registrants whose paymentis arrived after the Congress.

In tolal there were 17 'no shows' (15 of whom were from East Euro-
pean soft currency' countries) and thus £3000 had to be written off.,
Against this, £7000 was received from 39 'on site' registranis. Although a
number of on site registrants were likely, this represented income which

could not prudently have been anticipated.

In total £20000 was collected on site and this is equivalent to the total

surplus generated by Lhe Congress.

Cash flow, and the early collect,lon of debls, was substantially alded
by the use of the Congress Secretariat's credit card ar rangements. Once’
authorisalion had been given to debit a registrant's credil card for any
- monies due, these sums could be collected syviftly and the regislrant advi-
sed once the sterling amount was lodged in the Congress bank account. Re-
gistrants utilising this facility were enabled to pay their debls promptly

" and were not inconvenienced by having to purchase sterling bank drafts.

10.5 Selecting break-even attendance and setting fees

This is a complex procedure involving studmng previous attendance
flgures, deciding how applicable they would be at =a different place nnd
time, and then estimaling how Lo makc the atteridance and fee product
(these variables are not tc;tally independent) best match the predicted
expenditure. We therefore had to predict either an altendance and calculate
the fees accordingly, or to set a fee which we believed to be atlractive and
ensure that we seccured sufficient registranis to meet the budget. We chose
the first eplion and px*edicté,d an atlendance of 300. The fees were set as
late as possible compatible wilh producing the publicily material and regis—

tration forms on schedule beczuse as time progresses, confidence in a bud-
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gel (ie. predicled expendilure) increases, The fee structure was agreed by

the Organising Committee in Seplember 1984 and then Bubmilted {0 the
Council of ES for approval.

The relationship between altendance, fees and Congress cost and sur-
plus for May 1985 is shown in the table ai the end of the Summary Section.
A sludy of {hig lable would indicate the complexily of selecting a fee lo

minimise surplus and yet be certain of avoiding a deficit,

10.6 Professional conference Organisers

It is not necessary to justify hiring rrofessional conference organi-
sers because the ES could not have held the Congress, on behalf of the
IEA, using Jusl the efforts of volunteers from within the Society. One musi,
therefore consider the disadvatanges and problems of using prefessionals
and minimise them as far as possible. The first and major disadvantage ig
cost - this must be negotiated and the agreed lerms wrilten into a con-
tract. This involves compromise since g very explicit Contractl, which would
clarify responsibilities and not be open to ambiguous interpretation, would
be expensive to produce. At the outset the simplest contract would geem
most appropriale but would not specify how to deal with unforesecen evenls,
At this Congress, Meon's attitudes to refunds on social events, the cosi of
bookiné hotel'rooms, and the impression created by some written materia)
{(e.g. banquet menu stated '2 glasses' of wine) may have appeared overily
commercial 1in some-registrapts. Hotel booking was = large problem of which
Lthe éverag‘e re_g‘isf.rant would have been Mnaware., Allthough Meon did not
refund -on unwanted social event ticketls at first, they did after the malier
was discussed with members of the Organising Committee, This leads on o
the pro,bjems that can arige using professional organisers - they are
maoslly r".s_:]ated to communication. The greater the humber of people involved
in tn'g‘::nising-.l.he maore Lime {valuahle time) must be spent circulaling infor-
mation, EQen wilh o high degree of delegation of responsibility others must
still L i"nfur‘mét'l of aclinns and decisions. Heones 4 good cummunications
slructure ja essential, In the cage of this Congress, it iy felt thal commu-
nication waé good. At least ane member of Meon slaff atlended Organising
Committee meetings  held every 6-8 weeks, The Organising Committee were
welcome (o visit Mecon's premises whenever necessary and Meon's Congress
Manager (H.Cornwell) wag very accessible over the telephone. When he was
unavailable, in the vast majority of cases either Hhig secrelary or olher
Meon staff passed ¢“n messages quickly and accurately, or.wer'e well enough

informed to Answer querieg themselves,

o
GO



10.7 Congress bank account

A banh account 'The Ninth IEA Congress' was opened in February
1985 at the Pelersfield branch of Lloyds Bank plc using a cheque from the
ES. This account is a joinl account between the ES and Meon, very few.
lransactions were made since 8 November 1985 (See Section 2), the datc
which may effectively be regarded as the end of Congress trading, and the
closure of the account several weeks laler. The account was nol opened
until 1985 at lhe request of the Honorary General Treasurer of the ES,
although the Congress had been spending since 1981 (see Section 4). Until
the account was opened =all expenditure was disbursed through the ES
General Office, following receipl of invoices, expenses, claims, elc, senl via
the Honorary Congress Treasurer after approval. This enabled the Congress
Treasurer {o monitor expenditure and relieved the ES Tressurer of having

to approve payments.

There were 7 signatories for the Ninth IEA Congress account, ihree
fro_m the ES (Congress Chairman, Congress Treasurer and ES Treasurer) -
and four members of Meon staff. All cheque books were held by Meon and
any two signatures were required on a cheque. Hence cheques did not
require signing by a member of the ES but ‘control of expenditure was
very effectlvely exercised by the Congress Treasurer who, as previously,
had lo approve every payment before a cheque was wrilten to settle it
" This did not apply for accommodation and social evenls, etlc, which were

~Meon's responibility only.

The interesi accrued was apportioned according to the income altri-

butable to Registiration (ES)- and the income attributable to accommodation

and social events (Meon) - sec Appendix 1.

In the early stages of the Congress organisation there was some con
cern that a joint bank account could cause problems or ecould be sbused,
In retrospect this concern was unfounded. Limiting the operation of the

acount lo be within one of the ES's financial years may have helped and it
certainly avoided the problem of cstimating the ES assels and liabililies in

the joint account had it spanned two financial years.

10.8 Miscellaneous -

10.8.1 Value Added Tax. Registration at the Congress was nol ‘;Ub_]( el to

VAT and the ES could nol reclaim {,he VAT paid out.
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After considerable correspondence, the relevant Customs and Excise
Officers (Derby ~ ES, Chichester - Meon} seemed satisfied thal the Con-
gress need’ not register for VAT, Although the ES would have liked this
decisi_on wrilten, the Customs and Excisc seemed prepared lo give decisions

(opinions) only orally, The reasons why the Customs and Excise were per-

suaded to exempt the Congress were:

{(a) the Congress was educalional,

(b) there was no declared intention to make a commercial profit.

10.8.2 Pelty cash. Some months before opening the Ninth IEA Congress

account an imprest pelty cash floal (£100 from ES) was set up to
enable Meon to spend Congress money directly. This was particularly useful
when a large amount of mailing was being done as it saved having to pay
VAT as would have been the case if Meon had financed it and then invoiced

the ES for services provided.

10.8.3 Pattern of registration. Meon were surprised al how late many
' of the applications arrived and how few of these lale applications
were accompanied by payment. They doubted th;at most of the non- payers
would atliend and so were surprised when mosl of the non- payers did ar-
rive al the Congress and paid at reglstxahon. They collected nearly £20,000
in registration fees during the Congress, an unprecedented proporiion of
the income, in Lhe1r exper lence, and this led' to the high cost of running
the Registration Deqk (spe seclion 2.2.1 and Appendix ‘2). Meon were ulso

surprised at, in Lheir opinion, the high number of registranis from Eastern

Eurcpe.

10.8.4 Honorary Congress Treasure' dulics &l the Congress. Masl of the
Cong-r‘ess Treasurer’s lime al the ("ongxes‘s was spenl on {hree

aclivities: deusling with (1[1611(’5_; ahnut registration qu buying and selling

capies of the P:Ot,eodmgs, r‘ll}d taking care of the petly cash relaling ia
the Procecdings transactions, sales of Congress H}lil‘l‘%, sweater and publi-
01ty stwkexs, etc. Dealing with regisiration querics was the most Important,
ns Meon staff at the Registration Desk had been instructed not to register
anyone not paying the stated fee.. Any deviation from this had to be autho-
rised by the Congress Treasurer or the Chairman., This had lo be deall
with on {he spot and so the Cbngress Treasurer had to be almost perma-
nently on call while the desk was open, especially during the first three

days of the Congress. Roughly 30 queries of this nalure arose, SOme easier
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to deal with than others and many involving foreign registrants. A total of
27 Proceedings books and journals were sold lo appropriale registrants; 69
Journals were boughl back from members of the Ergonomics Sociely who
would have already reccived one copy as part of their Sociely subscription.
The remainder of the time was spent monitoring income and expenditure

and altending a few scientific sessions.



Appendix

Sponsorship and exhibition

A telephone markel research wus undertaken to obtain advice from tLhe
Marketling Mangers or Public Relations Managers of a number of Ffirms

known to be applying ergonomics, so that the most effectlive siratlegy and

appeal publicilty document could be devised.

Firms selecled were contribulors to the 'Only Human' exhibition. The
names of a contact in each firm were listed in documents available during

the exhibition. The firms were

Bostrom Europe UOP Ltid (David Hale)

Ford of Europe Incorporated (Rex Greenslade, Dennis Chillingworth)
IBM United Kingdom Ltd (Peter Smith)

Lancer Boss Lid (John Troiman

Another firm contacted was
Northern Telecom (Dan Mothershill)

All persons contacted were very friendly and ready to give advice.

The excercise produced the following conclusions.

(a) Compile a lisl of the firms, organisations Lo be approached, especially
with regard to sponsorship and telephone to make initial contoct with
the person named as the most appropriale to whom to direct corros—
pondence. Only commence phone conlact when material is ready for
distribution.

{(b)  The material seeking sponscrship/exhibilion must include the following:
(i}  information on the IEA and federaled ‘sociely, especially relating

to its prestige, influence on governmenl agenci(::s, industry, ele,

achievements,

(i1} influernce of crgonamics/human faclors,
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{iii} international membership and standing of members

(iv} firms employing ergonomists (nationallu or internationally known),

and

(v) names of firms elc, which have sponsored other IEA associated

conferences.

{c) The lelter to attract sponsors must nol mention any specific sums of

money nor present a shopping list. Direct letter to win provisional

agreement Lo sponsar.

{(d) Arrive at level and specifice of sponsorship in personal meelings after

provisional agreement has been oblained.

The Secertariat was approached by Wisepress Lid of the U¥X and The
Report Store of the USA, organisers of book -exhibitions for exhibition
space. Wisepress Ltd and The Report Slore were pul in contact., The resull
of their discussions was an agreement by The Report Store that Wisepress
represen! them at the Congress. Wisepress agreed o make a coniribution of
- £250 towaxds the Congress expenses for the opportumty to exhibit. They
reqguired three of Lhe designated spaces. IBM mounted 8 new and very good
exhibition which had been -devised ' in the USA and specially flown to the
UK fo: Lue Congress. This, c]e'arly the highlight of the ex?\il)iﬂs, demon-
strated the depth of IBM's dedication lo ergonomics in research, application
and education. The size of the IBM exhibil necessilated that il be sited in
an area to the left side of the Tregonwell Hall, Lhe main ]ecture area. This

gave il the prominence it deserved.

The original exhibilion sites were reduced lo T32 when it was found

necessary lo locale the projection equipment in one of Lhe sites.
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AFPENDIX

ACCOUNTANT'S REPORT

T Gentlemen

Ninth Congress of the International Frgonomics

Association held st Bournemouth, England
2nd - 6th September 1985

In accordance with the instructiona received from Mr. D, 0'Neill, Hon,
Congress Treasurer, I have examined the records maintained by Meon Conference
Services in connection with their management of the above conference baged

on the contract signed on 13th March 1984,

I report that the annexed accounts are in accordance with theee records and,
- together with the accompanying schedules, in my opinion, give a true and fair
view of the financial results of the conference,

It should be noted that the accounts relate to the period ended 8th November
1985 and the Balance Sheet is stated at that date. Since this date a
further swall credit may accrue by way of bank interest and certain final
payments of creditors and receipts from debtors will occur.,

The only contenticus item that arose during the auditing was in connection
with the staffing of the regiastration desk at the conference. Tt appears
that there wag a misunderstanding ag to whose financial responeibility 1t
vould be to provide this service. The contract was not explicit on thig
matter and the cost was not included in the agreed budget. However, due to
the success of the congress, the efficient handling of the registrants =nd
the relatively modest charge, I underatand that the organising committee have

agreed not to pursue this area of ambiguity and have agreed to weet thege
charges, : :

‘Reg Sell, Eaq.,
Chairman, Organising Committee,
Department of Fmployment,
"Work Research Unie,
St. Vincent Houge,
30 Orange Street,

London.  WC2H 7HH. . ~ 15th December 1985

a1
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RNINTH CONGRESS OF THE
INTERNATIONAL ERGONOMICS ASSOCIATION

BOURNEMOUTH - 02 - 06 SEPTEMBER 1985

FINANCIAL STATEMENTS

08 November 1985

" Prepared by the Conference Services Division of Meon Group Travel Limited

on behalf of The Ergonomics Society and the International Ergonomics
Association. : '
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INCOME AND EXPENDITURE ACCOUNT

FOR. THE PERIOD ENDING 08 NOVEMBER 1985

Income

Registration Fees
Donations
Sundry Income

Eernditure

Printing and Stationery
Distribution

Congress Venue and Signposting
On-Site Equipment

Audio Visual Equipment
Interpreters

Delegate Hospitality

Congress Proceedings -
Committee Expenses - Meetings
Committee Expenses - On-Site
Meon Conference Services ,
Scientific Secretariat Expenses
Insurance '
Audit Fee

Miscellaneous Expenses

Excess of Income over Expenditure

SCH

]
2
3

43

8839.
2833.
3829,
206.
2863,
520.
4819,
12721,
6882.
6849,
20920,
594,
500,
379.
403,

£
85945,00
4850.00
2051.19

92846.19

73166.16
£ 19680.03



STATEMENT OF ASSETS
AS AT 08 NOVEMBER 1985

Current Assets

Debtors
Balance at Bankers and in hand

Current Liabilities

Creditors

Represented by:
Loan - The Ergonomics Society
Income and Expenditure Account

----------------------------------------------------

----------------------------------------------------

- surplus

44

SCH £

4 2518.53
26289.80
28808.33

5 3254.18
£ 25554.15

5874.12
19680.03
£ 25554.15

)

) Organising Committee Members
) appointed by The Erqgonomics
) Society and the 9th I.E.A.



SCHEDULE 1 - ANALYSIS OF REGISTRATION FEE INCOME

REGISTRANT ) FEE TYPE NO. FEE TOTAL
£ £
Members of Federated Societies Early Fee 227 160 36320 .
- cancelled 2 50 100
- cancelled 3 160 480
Late Fee 115 180 20700
~ no show 4 - -
- 4 surcharges - 20 80
Other Participants Early Fee 39 180 7020
- cancelled 1 180 180
- no show 4 - . -
Late Fee 73 200 14600
- no show 7 - -
One Day Attendance Early Fee 1 80 880
Late Fee 15 90 1350
- cancelled 1 90 90
Retired Members " Early Fee b 40 240
- cancelled 2 40 80
- no show 1 - -
Late Fee 2 50 100
Students Early Fee 8 40 320
- no show 1 - -
Late Fee 15 50 750
British Council Sponsored Concessionary Fee 2 70 140
Organising Committee/1.E.A. Council ~ Nil Fee 1% - -
excludes Mrs. Wolff) Committee - Early Fee ] 80 80
‘ : Committee - Late/Cancelled 1 90 90
Scientific Programme Helpers . Nil Fee 9 - -
(excludes Meon staff)
Plenary Speakers Early Fee 6 80 480
Late Fee 1 90 30
One Day Attendance 3 45 135
Congress Guests Nil Fee 10 - -
(excludes Mayor and Mayoress)
Journalists o Nil Fee 1 - -
Exhibitgrs Early Fee 1 40 40
Sub-Total N 587 84345
Accompanying Persons Early Fee 44 20 880
: _ - cancelled i 20 20
- no show 1 - -
Late Fee 27 25 675
- cancelled 1 25 25
Under 16 years old 7 - -
~ Total | -s_s—é £ 85945

45



SCHEDULE 2 - DONATIONS

British Telecom Plc

IBM UK Trust

Wisepress Limited
s

Standard Telephone and Radio AG

'SCHEDULE 3 - SUNDRY INCOME
Sales of Teeshirts, Sweatshirts and Stickers

Sale of Publications
Interest receivable (net)

Interest Receivable

Interest on Bank Deposit Account
LESS ‘
Bank Charges - Access 138.75

- Barclaycard 245.05
- Current Account o 759.26

Apportionment:

Ninth I.E.A. Congress
Meon Conference Services

The apporticnment has been made on the following basis:

Income attributable to the Congress |

Registration Fees _ - 85945.00

iﬁéome attributable to.Meon Conference Services

Social Programme and Hotels : 66432:15
o ' £ 152377.15

¥ Confidential; refer to as "Anonymous"
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2500.00
1000.00
250.00
600.00
-500.00

4850.00

710.98
391.00
949.21

2051.19

=TEresee

2146.06




SCHEDULE 4 - DEBTORS

£
Interest Receivable 2009.13
I.E.A. Committee Meeting, Bournemouth -509.40
' £ 2518.53
SCHEDULE 5 - CREDITORS

Audit Fee . 379.50
Bank and Credit Card Charges 11.49
Committee Meetings 400.00
Meon Conference Services _ 2457 .44
Congress Bags - 9.75
£ 3254.18
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.

(kR CUNBRED: 1983 - FINANCIAL SUMKARY

L)

RAY 1985

1. EXFENDITURE 10 DATE

11 To 31/12/84

1,2 From /1/85 to 13/5/85

4) Commitiee espenses

b} Btationery

¢} Distrib. (petty cash)

d) 2nd. Announcement {inc postage)
#) futhor's kits

2. ANTICIPATED EXPENDITURE

2.1 Fixed costs

(newt

3 Coseittee azetings

b). Accomsndation at Congress

t) Signposting & decoration

¢) AV equipsent .

f! Translation

gt Stationery

h) Distribution

i) Fees to keon

k) fuoit

1) Press & publicity

#) Iransportation

b} Advertising

o) Poster boards

q} Copy detailed Frov. Frog.

T} Distrib. detailed Prov. Prog,
s} heon personnel 10 days ¢ 44
t) Final Scientific Prograame

Variable costs {on 500 dels)

a} Printing & distrib. 8 4,00

b} Reception . B B,00

c} Teas & coffees 8400
d} Charpes to Meon

#) Miscellaneous g 2.78

) Proceedings ¢ 168.30

Add on expenditure to date

10408

bYa

b1

o n
2796
912

4297

584
3350
2130
2400

700

114
1580
2250
1150

24

400

a5
1600

" 2209
1000

640

2000

23319

2000

)
2000
450
13%0
9250

226%0

14703

14705

a8

AFPENDIX 3

TYPICAL FINANCIAL SUMMARY PREFARED

BY THE HON. CONGRESS TREASURER

.



2.

*I

b

« ANTICIPATEd ®XDENOITUFE 10T upes VAT &t 152

No contingency or {nilation iltowante side

» [ted 2.2.20) resuceg by 24 cost ot Final §ci, Prog.

now in Ites 2,1.t,

Interpretation tosts troa previous buagets (ltes 2.f.e)
at $1000 now incluged 19 2.1.b,

Lost of detiiled Proy, Frog. (Ites 2.1.0) changed
trom £500 to 2200 after )ast eeting,

Total budeet last Sueaary {Mar B3) was f59036 ($1678 Less),

P O'NEILL

IEA CONGRESS COMNITTEE TREASURER
13 My 1985 -

Distributions RS HH IB CA TH HC N H§
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CO3T iHBLES

Exp, to gate: 14705 breo. fixes erp. 123315
Frea. variible exp. excl. Beon teesi37.28
bponsorsnip total included:3509

N1200
N122%
N1 250
Ki273
N1 300
K328
Ni350
[TRYE
N: 400
Nr 425
NS0
LH ]
N: 500

Lo

K=200
-4534

© K225

-400
LY sl
4130
=275
8211
~N=300
12291
K=125
15909
K=350
19527
K=173
23220
N=400
26913
K=425
30608
N=450
3299
k=473
37992
¥=500
41685

Total cost:43831  Totai cost per delegate:20
Total cost:4430¢  Total cost per delegate:19?
Total coser44770  Total cost per delegate:180
Totzl costi43487  Total cost per delegate:ls?
Total cost:44409  Total cost per delsgateilSs
Total cost:47991  Total cost per delegateslds
Total cost:49373  Total cost per delegaterld2
Total cost:50580 Total cost per delegate:ids
Total costi51987  Total cost per delegate; (30
Total costiS3294  Total cost per delegate:i2é
Tota) cost:S4601  Total cost per deiegate:]22
Total cost:53%06  lotal cost per delegate:lid
Total costt57215  Total cost per delegate:1i§

1% 180 170 160 150, 140 130 120 110 100
~b87¢ -BE21 -10766 ~12711 -14656 15601 18546 -20491 -22435 -24381
-2395 4790 6985 -9180 -11375 -13570 ~15765 -17960 -20155 -22350

1685 -760 -3205 -5650 -8095 -10540 -12985 -15430 -17675 -20320
3816 2821 . 126 -2569 5264 -795% 10654 -13349 -16044 ~1B73%
9386 6401 3436 SiI -2434 -5379 -B3M -11269 -14214 -17159
12704 9509 634 3129 -bb -3261 -b4Sh 9851 -12846 16041
16082 12637 9192 §747 2302 -1143 -4388 -B03T -11478 -14523
1952% 15830 12135  BA40 4745 1050 -2645 -£340 -10635.—13730
22968 19023 15078 11133 71B8 33 -702 -4p47 -@8592 -12537
26411 22216 18021 13826 9831 5436 124 -2954 7149 -11344
29854 25409 20964 16519 12074 7629 3IB4 -1281 ~570b -1015)
33297 28602 23907 19212 A14517 9822 5127 - 432 4263 -B9SB
31793 26850 21900 16960 12015 7070 2125 -2820 ~7745

36740
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