Minutes for 8th March 2018 
The Conference
4th Meeting- Week 6

Present: Jordan, Spencer, Ruth, Helen, Rory
Apologies: Kiri, Joel
Chairperson: Paul 

· Joel has confirmed The Founders Library for 1st May from 9am-2pm for the Conference. 
· Suggested running order based on approximate chronological order of papers:  Spencer, Jordan, Kiri, Helen, Ruth, Rory, Joel. 
· Reminder to group on length of presentations: approximately no less than 10 mins and no more than 20 mins. It takes approx. 2 minutes reading time per A4 page. 
· Reminder to have handouts: key facts and dates for academic papers, an extract with your name for creative papers. 
· Order of the day: 10am start. 4 papers. Short break at approx. 11.30. Continue until 1pm/1.30. Lunch until 2pm. 
· Catering: Helen shared her quotes from several caterers: The University, The Mulberry Bush, Lewis’ Bread and Mark Lane Bakery. 
· Group agreed Lewis’ Bread seems best option. University to be second option if Lewis’ Bread are not able to cope with logistics. 
· Poster and logo agreed on. 
· Jordan reported back on his work with contacting the Campus Marketing Officer, Schools Liaisons and Ceredigion County Council and Discover Ceredigion. 

Ongoing Tasks for the Next Weeks: 
· Joel to find out if we can use the Founder’s Library for a run-through on 26th April 
· Joel to find out if we need to use a microphone in FL or whether the room is suitable to use without one. (We would prefer not to use one). 
· Helen to confirm with Lewis’ Bread that they can accommodate our requests for timings and delivery/collection and to confirm final costs. 
· Helen to speak to the University about providing us with just drinks on the day.  
· Reminder to all to write papers and submit onto Moodle forum on or before 29th March. 
· Abstracts to be edited and resubmitted by 22nd March 
· Spencer to collate abstracts and use running order to create programme once abstracts are reposted with corrections. 

Please Note: 
[bookmark: _GoBack]No meetings next week or the week after- work on papers to be done during this time. Please contact Paul to meet at some point during this time to discuss your idea in full. Next meeting on Thursday 29th March – Paul to take minutes as Ruth will be absent. 
