
January 15, 2024 

 

Brief Guide to Hosting a Conference at AUP 

1. Inform Academic Affairs (btorney@aup.edu) with topic and dates as early as possible  
 
2. Requests for any AUP sponsorship should be made to the Department of Academic Affairs (see 
reverse for budget guidance). 
 
3. Reserve rooms needed with the Registrars office online at aup.edu  
N.B. IMPORTANT - If your event is a major conference and meets any of the following: 

¶ Expected participants: usually over 90 and up to 200 people. 

¶ May require moving regular classes. 

¶ May require extended building hours or is a full day event. 
Please complete this form instead: Academic Conference Hosting Petition. 
 
For any part of a conference held outside building opening hours a charge will be imposed for security 
and cleaning. Contact the Helpdesk by e-mail for any special audiovisual needs. AV staff is available 
during normal working hours 9h-17h
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