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A safe pair of hands

Running a successful association or society can be time-consuming

and stressful — particularly if you are trying to squeeze it in between
professional commitments. Triangle Three was set up over ten years ago
to lessen that burden. By handling the day-to-day administrative, legal
and financial aspects of association management, our services leave you
free to concentrate on the strategic aspects of growing and developing
your organisation.

Triangle Three offers a modular service, allowing you to define the
support package that suits your needs best. We have experience in
working with all sizes of organisation, from just a couple of hundred
members upwards. Thanks to our scientific heritage (Triangle Three is
wholly owned by the British Society for Immunology), we have a
unique understanding of the issues involved in running science-related
organisations. It’s also good to know that all our profits go back into
promoting science through the BSI.

Three-dimensional thinking

There are three aspects to our service offering. You can choose
any one, or take all three for a truly three-dimensional solution:

@ On-going management: Secretariat services, maintaining the
membership, providing a permanent contact centre,
committee servicing, financial and legal services, publication
production, and running courses and exhibitions can all be
part of your Triangle Three service agreement.

® Running meetings and conferences: Whether it's a one-off
convention or a reqular gathering, we can advise on and
manage all aspects of booking and running your event to
ensure it is a success.

© Setting up new organisations: We can prepare and register
your organisation as a charity and produce starter packs
and websites if required.

See enclosed sheets for a closer look at our services

Proactive partnership

Think of Triangle Three as your virtual office. Our friendly,
helpful staff can provide a seamless interface between the
people running an association and its public. We provide a
high-quality suite of services that is always professional and
often saves you money. We work in close partnership with our
clients, who come to view us as an extension of their own
organisation. But the service goes much further than that.
Triangle Three’s in-depth knowledge of running associations
and proactive approach can make a significant contribution to
your on-going success.

Tangible benefits

© Triangle Three’s services will take the strain off you and
other committee members, freeing up time to concentrate
on the strategy and development of the association.

© We make sure your plans come to fruition. From an event
to a new membership drive, you come up with the ideas
and we make them happen.

© The knowledge and experience of our staff ensures you
always get a fast, consistent, high-quality service.

© Outsourcing your association management can significantly

reduce your overheads.

© We're flexible. We can manage as much, or as little,
as you need and help even out the peaks and troughs
of your workload.

© Our fast, efficient and friendly services will boost your
image with members and your industry profile.
© Attention to detail means we can anticipate and resolve

even the smallest problem before it escalates.

© With our effective communication and reporting, you’ll feel
better informed and more in control of the organisation.



> Meetings and conferences

Meeting expectations
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Meeting Expectations

Conferences, meetings and conventions are the most important events
in any association’s calendar, bringing membership and management
together to network, learn and discuss the issues that really matter.
Triangle Three can take the stress out of organising everything from
small courses to large conventions and from regular meetings to

one-off events.

Our modular suite of event services includes:

Registration Services

From creating both printed and on-line registration forms to
staffing the registration desk at the event, Triangle Three can
provide a wide range of services including processing
registrations, sending out joining instructions, producing and
distributing tickets and badges and creating supporting reports
(such as dietary requirements and catering lists).

Financial Services and
Registration Payments

There are many financial aspects to arranging an event and

we can take care of them all on your behalf, ranging from the
payment of suppliers and expense claims, to the production of
final accounts to give you a full financial picture. We prepare,
monitor and present detailed budgets, undertake routine credit
control, handle banking and bank transfers as required. During
the event we collect and process registration payments,
provide receipts and refunds.

Programme Creation

Using our experience of conferences, we can work with you
to create a dynamic and relevant programme. We can create
professional and informative programme booklets. We also
create delegate packs containing programmes, abstracts and
more for collection at the meeting.

Abstract and Poster Services

From its experience with scientific conferences, Triangle Three
is an expert in the administration of abstracts. We can arrange
submission either by printed form or by on-line submission.
We will process the abstracts and send them to the review
panel for scoring and ranking, then prepare and number

them for submission to publishers or inclusion in your own
programme. As well as supplying, numbering and planning
the lay-out of all poster boards, we send board specifications,
presentation guidelines and timings for poster sessions to

all presenters.

Venue Liaison

In addition to researching venues and providing in depth
reports based on your needs, we also negotiate fees and
contract terms and liaise with conference venues on matters
such as catering, accommodation, signposting and staging
in a friendly and professional manner.

Sponsorship

Sponsorship is a vital part of the success of a meeting —

using our extensive list of contacts, we can ensure that your
sponsorship is successful. We will work closely with the
association to maximise sponsorship. We can contact potential
sponsors, follow-up any leads and secure funding. We will then
liaise closely with the companies to ensure they have maximum
exposure throughout the meeting.

Promotion

We’'ll get you noticed by creating a memorable visual identity
for your meeting and designing letterhead, programmes,
leaflets and flyers around it. We send flyers to appropriate
meetings and societies, arrange advertising and listings in
relevant journals and send email updates.

Invited Speaker Arrangements

From official invitations through to administration of expenses,
we realise that keeping your speakers happy is one of the key
aspects of running a conference. Triangle Three can handle
every aspect of your speaker’s stay including arranging travel
and accommodation, handling submission of manuscripts and
abstracts and audio-visual requirements.

Exhibitions

Hands-on help includes selecting the venue, planning the
lay-out, appointing contractors, facilitating stand build and
breakdown. We manage financial aspects from the selling
price of stands, invoicing for exhibition space and selling and
placing programme advertising. We promote the event by
designing and printing the prospectus, administering mailshots
and handling day-to-day enquiries. We also, of course, deal
with all exhibitor accommodation and delegate registration.

Communication is key. Throughout the process, we will give
you reqular progress reports. You remain in control, while we
take the strain. With our help, you can achieve an event that
leaves a lasting impression on attendees and raises the profile
of your organisation.



> Association management

Your virtual office
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Your virtual office

Triangle Three’s association management services cover every aspect

of the day-to-day running of a society. It’s like harnessing the resources
of a multi-departmental business but without the associated costs or
commitments. Select the modules you need to build your own unique
service agreement and we will seamlessly integrate our management
services into your existing client, staff and volunteer structures:

Client and customer contact

First impressions are crucial to your association’s image and
reputation. Triangle Three’s fast, friendly and efficient contact
service will ensure you make a good impression whenever and
however an existing or potential member gets in touch. What’s
more, the service is invisible, blending seamlessly with your
organisation and its branding. We can provide permanent
dedicated postal and email addresses, telephone and fax
numbers. Clients enjoy the same level of personal service;
you may have an appointed personal contact at Triangle
Three with primary responsibility for your account.

Membership services

Liberate valuable resources by letting Triangle Three
administer your membership services. Regardless of the size
of the organisation, we can process new memberships, collect
subscriptions, chase late payments and keep your membership
database up-to-date, using either your existing systems or our
own specialised software. These services are provided either
online or offline. Keeping your database clean and current also
boosts the effectiveness of your membership mailings.

Conferences and Events

From the smallest meeting to the largest international event;
from regular to one-off meetings, Triangle Three can run
every aspect of your event to ensure that it is a success.
Our services include registration and abstract facilities,
venue liason, accommodation booking and management,
speaker administration, financial services and sponsorship/
exhibition services.

Promotion and communications

Keeping in touch with your members and attracting new ones
is essential to the growth and success of your association. We
can help with all that. We’ll set up your website and keep it
up-to-date. We can manage, design and produce all manner
of literature, from newsletters and yearbooks to programmes,
flyers and brochures. We’ll promote your events and
workshops and even publicise and administer travel awards
and research fellowships. Our ideas and services make sure
you are never out of touch with your members.

Committee services

Take the hassle out of organising board meetings by letting

us make all the arrangements: From booking a date and venue,

organising accommodation and travel, preparing an agenda,
taking and circulating minutes to organising Executive
Committee elections, you will have a safe pair of hands in
Triangle Three.

in transfection

Financial and legal services

Prudent financial management is a crucial and often complex
function in association management. Triangle Three can manage
all aspects of your financial affairs and provide expert advice
where needed. You can rely on our all-inclusive service to take
care of everything from paying your suppliers to the preparation
of full statutory accounts in accordance with relevant legislation.
Alternatively, we can undertake specific elements of your finance
function such as credit control management or the production of
regular management accounts and reports.

We can also offer a full payroll service and prepare quarterly
VAT returns and, where necessary, liaise with your auditors,
bankers and relevant statutory bodies. As an additional service,
we provide bespoke financial consultancy and advice in areas
including the preparation of financial/business planning models,
implementation and development of financial systems, VAT and
PAYE/NI.

Other Triangle Three
services include:

© Company law compliance
© Charity Commission compliance
© Corporate partnership, sponsorship and exhibition services

© Consultancy on charity administration, law or company
secretary matters
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