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RESEARCH NETWORK GRANT SCHEME (RN)
Event Report Form

Please complete this form and email it to researchnetwork@regionalstudies.org.
Sections 1 and 4 are for RSA administration and will not be published. Section 3, the Event Report, will be posted on the RSA Reflections page (www.regionalstudies.org/rsa-reflections) and on your Research Network page, so it should read as a finished piece of text ready to publish.

SECTION 1: ADMINISTRATIVE DETAILS (not published)
Research Network Name:
Event Title: 
Date and Place of Event:
Organiser(s) Name(s):


SECTION 2: GUIDANCE FOR WRITING YOUR REPORT (not published)
The prompts below correspond to the headings in Section 3. Use them to help you plan what to write, but do not copy the prompts themselves. Section 3 should contain only your finished report text, so it can be published as-is.
· Aim of the Event: What was the aim of the event?
· Attendance: How many people attended (speakers and delegates)? Please add an approximate number of countries represented.
· Programme: Describe how the event was structured, including sessions and format of the day(s).
· Speakers and Presentations: Describe who spoke and what they presented on. 
· Social Activities: Describe any social activities organised as part of the event.
· Conclusions: What were the conclusions of the event? How did it contribute to the overall aim of the network, and what were the key discussions?
· Future Actions: Outline any future actions: planned events, outputs, follow-up, publications.
· Promoting the RSA: Outline how you promoted the RSA at your event and whether any follow-up actions are planned.
We would value links between the event's take-away messages and the current literature, for instance, open-access articles from RSA publications.

SECTION 3: EVENT REPORT (for publication)
Write your report below. This text will be copied directly onto the RSA Reflections page and your Research Network page, so please write in full sentences. Do not include the guidance prompts from Section 2.

Aim of the Event
Attendance
Programme
Speakers and Presentations
Social Activities
Conclusions
Future Actions
Promoting the RSA
 
SECTION 4: SUPPORTING MATERIALS CHECKLIST (not published)
Please tick and attach/complete each item below before submitting your report. Email attachments to researchnetwork@regionalstudies.org.
	
	Author biography: A short bio, including title, institution and research interests, max 40 words.

	
	Headshot: A headshot photo of the author, in PNG format.

	
	Event photographs: Any photographs of the event that the RSA may use.

	
	Presentation materials: Any slides or additional materials you have permission to share.

	
	Delegate list or RSA email: Confirm that you have either provided the RSA with a list of delegates' emails or sent delegates an email containing the paragraph below.



Text to forward to delegates (for the email confirmation): 
Thank you for taking part in this event. It was organised with the support of the Regional Studies Association (RSA), the multidisciplinary global community for regional and urban research, development and policy.
If you are not already a member, RSA membership is well worth considering. It gives you access to the Association's journals and publications, funding and awards, discounted rates at conferences and events, and a network of regional and urban researchers, policymakers and practitioners worldwide, as well as the chance to get involved in Research Networks like this one.
You can find out more and join at regionalstudies.org/membership. You can also sign up to the monthly RSA eBulletin, which shares news, deadlines and Research Network activity, at http://eepurl.com/hpRNVj.
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