
HINTS ON HOW TO ORGANISE AN AMHA ANNUAL CONFERENCE 
IN AN HISTORIC MINING LOCATION 

 

NOMINATION OF A LOCATION AND CONFERENCE PLAN:  

A formal proposal should be presented to the AMHA Executive more than two 
years before the proposed conference date, so that it can be confirmed at the 
subsequent AGM, at least a year before the conference will occur. Normally a 
presentation is made by a member of the Organising Committee about the 
proposed Conference, including venue, dates, theme and other information, at the 
AGM before the conference so that members can get an overview of the 
conference, ask questions and make suggestions. 

 

REQUIREMENTS FOR THE LOCATION: 

• There must be a locally based organizing committee (or the State committee 
with committed local support) to work with AMHA exec. to organize the 
event. This committee will be responsible for all local arrangements. 

• The organising committee must be able to demonstrate local support for the 
conference, e.g. the local council/community and possible donors. 

• The overall location must be able to accommodate at least 80 people. 

ISSUES TO BE CONSIDERED: 

• Identify and indicate possible members of the organizing committee, and 
their ability to handle arrangements. 

• Potential sponsors: The basic conference costs should be covered by the 
registration and special event fees, but sponsorship to fund the dinner, a 
field trip or special event, can significantly add to the quality of the 
conference and also help with the budget.  

• Timing: Local conditions and likely weather must be considered. Try to 
select periods when there is sufficient accommodation and ease of travel to 
the location for most people. The formal part of the conference typically runs 
Monday to Friday, with pre- and post-conference tours of either one or two 
days. Registration usually starts on the afternoon before the pre-conference 
trip, but can be on that morning if there is time. It’s helpful for delegates to 
have time to read the tour notes etc before the first tour starts. 

• Accommodation: There needs to be a list of suitable accommodation, 
ranging from caravan/camping, budget, B&B, self catering, to motel/hotel. 

• Venue: Preferably within walking distance of most accommodation, as many 
delegates will be without their own transport. It needs to hold at least 80, 
have room for wall/poster displays, a book sale table, etc. Also room for 
registration desks/tables, table for session chair. Chairs and tables. Lectern 



for speaker. Well maintained toilets. Up-to-date AV equipment, both PC and 
MC compatible. 

• Registration: Requires a suitable venue for initial registration. If main 
conference venue is not available, then somewhere else, also within walking 
distance of most accommodation. 

• Reception: The local council will usually fund an opening Welcome and 
Reception, either in the conference venue or somewhere else suitable. 
These arrangements need to be carefully negotiated. Another social event 
may be considered, especially if there is a local sponsor. 

• Conference Dinner: Needs a suitable venue, and careful consideration of 
caterers, menu, cost, possible entertainment etc. In recent years, drinks 
have been extra, as fairer to those who don’t drink alcohol. 

• Tours and field trips: As well as pre- and post-conference tours, there are 
usually a few short local tours to break up the lecture program. 

• Timing for program: A useful timeframe to consider is: 
▪ First circular advertising conference 12 months in advance. 
▪ Second circular and call for papers, release of conference registration 

form – 10 months in advance; 
▪ Offers of acceptance from committee member(s) in charge of papers – 

8 months in advance; 
▪ Deadline for extended abstracts and early bird registration – 4 months 

in advance; 
▪ Preliminary program – 3 months prior to conference; 
▪ Final program – 1 month before conference 

These times may have to be extended, but remember, TIME is needed 
for editing and printing, often more than expected. 

PLANNING THE CONFERENCE: 

• Appoint particular members of the organizing committee to particular tasks – 
transport, catering, tour organising, satchels, sponsorship, liaising with local 
council etc. Some of these activities will overlap, e.g. tour 
organizing/transport/food. 

• Catering is especially important – morning and afternoon teas, lunches both 
at the main venue and during all-day tours. 

• Consider using mini-buses to transport delegates to/from arrival place to 
accomodation. 

• Keep cost of satchels to a minimum. Include free pamphlets from local 
council and historical groups. Good MAPS are vital. 

• The AMHA is always keen to engage with the local community so 
encourage local interest and participation – advertise in local paper, ask 
council and historical groups for help. 

• A MICROPHONE for speakers is essential. AMHA owns a throat mic, make 
sure it’s coming to the conference. Also a roving mic or two for questions. 
Megaphones are a good idea for field tours. AMHA owns two, currently 
being minded by Nick and Mike Williams. On tours requiring a running 



commentary on the bus, make sure the bus has a working PA system or 
otherwise take a megaphone. 

• Ask for help from the Executive as needed; don’t leave it too late. 

BUDGETING 

It is important to budget carefully, the aim being to at least break even on the 
overall financial result. Liaise with the Treasurer regarding budget requirements, 
handling of registration fees and payment to suppliers. 

Simple spreadsheet modelling should be used to determine the overall cost for 
running the conference, given the likely number of participants (with a spread 
sheet it is also possible to run ‘what if’ scenarios on the numbers). It is then 
possible to calculate a reasonable registration fee (early bird), fees for tours and 
the dinner. It is prudent to include a contingency component (e.g. $1000) in the 
budget, in case there are last minute, unexpected costs. 

An example of a Budget Excel Spreadsheet is provided in a separate file. 

It is important to have an ‘early bird’ registration fee, which deadlines well 
before the conference. If you do not do this the majority of people will pay their 
registration just before or at the conference making it impossible to get accurate 
numbers for budgeting. It also means there are no or limited funds in the 
Conference cost centre for any prepayments required. The ‘early bird fee’ is 
typically $50 lower than the full registration. Check examples of previous 
conference registration forms or contact the Treasurer for guidance on the fee 
schedule (e.g. there is usually a slightly lower fee for accompanying persons and 
unwaged students). 

 

 

OTHER ITEMS 

There are separate documents on ‘Hints for Speakers’ and for constructing the 
‘Conference Proceedings’ and Guides for tours and field trips. 

 

Prepared by Nick Williams and Ken McQueen, using material from Greg Drew and 
Mike Williams from earlier conferences.  
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