Preparing for Research Week:  May 11-17, 2008
Specific Considerations

#1 -- Select date(s) ASAP. Prepare guest list to include members of Congress from medical center's district and selected members of House and Senate Veterans Affairs committees and Appropriations VA subcommittee. Other guests may include VAHQ R&D leaders, VISN officials, key medical center officials, local veterans service organization leaders, research study participants, colleagues from affiliated university and other community and government leaders. 

#2 -- Issue invitations to members of Congress by January 30th or soon thereafter, and all other guests ASAP. Invitation letters should come from the medical center director and should provide basic background about VA research and research at the local VAMC (see sample letter). If a member of Congress is unable to attend, request that he or she send a staff representative. 

#3 -- Begin planning immediately. Program elements** may include: 

· Tours of research facilities. Include visual or interactive elements, 

e.g. demonstrations of imaging equipment. 

· Remarks, introductions by medical center officials (director, perhaps chief of staff and ACOS). 

· Remarks by R&D leaders, VISN officials. 

· Remarks by members of Congress. 

· Discussion of research by selected investigators. Presentation should be for a general audience. Content could be based on a theme (e.g. a disease or condition) or representation of the four arms of research. 

· Presentation of awards to members of Congress for support of research. (Order plaques, etc., well in advance to ensure they will be available for Research Week.) 

· Recognition of investigators. 

· Preparation of brochures on local research. 

**Other ideas are available on our website – see Ideas for Research Week Activities.

#4 -- Promote any event(s) in advance within your medical center and in the news media. Involve your medical center public affairs officer. Possible promotion strategies may include: 

· Articles in medical center employee newsletters.

· E-mail to all employees. 

· Banners in high-traffic areas. 

· Display in lobby or other high-traffic area. 

· Announcements on closed-circuit television monitors.

· News releases (sample attached). 

#5 -- Be certain to designate capable staff to serve as escorts for members of Congress and other special guests who may not be familiar with the medical center. Staff member should greet guest at medical center entrance and be prepared to remain with him or her throughout event. 
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