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For medical Congress see:  First Steps in the Preparation of an International 
Medical Congress for the Chairman of the Congress 



This document is to assist the Chairman of the Local Organising Committee in the host 
country and assumes that the country has already been selected, but not necessarily the 
venue 
 
 
DEFINITIONS AND OBJECTIVES 
 
The definitions and objectives of the Congress need to be clearly defined: 
• Purpose of the Congress 
• Organising body:  National/International 
• Composition of participants 
• Market segment of participants 
• Duration of Congress and Exhibition 
• Year/month of Congress (avoid competing with established Congress) 
• Frequency of Congress 
• Number of abstracts 
• Number of session halls 
• Net exhibition space 
• Official languages 
• Identification of financial responsibility 
• Publications 
• Invited speakers 
• Peculiarities of country in which Congress is to be held 
• Technical infrastructure required 
• Cultural (social) events 
• General Secretariat 
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MANAGEMENT – ASSOCIATION 
  

Refer to IAPCO document: Guidelines for Co-operation between the 
International Association, the National Organising Committee and the PCO  

 
• Define the roles and responsibilities of the International and National Committees 
• Appoint a National Organising Committee (Local) to embrace the various administrative 

activities 
o Promotion 
o Treasurer 
o Social 
o Sponsorship and exhibition 

• Appoint the Scientific/Technical Programme Committee 
 
 
MANAGEMENT – PROFESSIONAL CONGRESS ORGANISER (PCO) 
 

Refer to IAPCO document: How to Choose the Right PCO 
and  Request for Proposal (RfP) for the Appointment of a PCO 

 
A PCO should be appointed at the earliest opportunity, the selection to take into account 
the following criteria: 
• Experience 
• Continuity 
• Trust 
• International recognition 
• Financially stable 
• Quality 
 
 
MANAGEMENT – INDUSTRY 
 
It is essential that Industry be considered to be a Partner of the Congress, with full co-
operation and trust. 
 
 
SELECT VENUE 
 
In order to select a suitable venue for the Congress, the following points should be taken 
into consideration: 
• Cost 
• Infrastructure/services 
• Quality/management 
• Hotel capacities 
• Accessibility 
• Airport/international access 
• Safety and Security 
• Customs clearance/entry controls 
• National regulations 
• Capacity: 

- Exhibition space including access 
- Registration area 
- Session halls 
- Catering 
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CONFIRM DATES 
 
When selecting the dates for the Congress, it is essential that an investigation be made 
into other events that may conflict, either in size, location or subject matter. 
 
 
SECURE HOTELS 
 
Having selected the venue, it is essential that the hotel accommodation is swiftly secured, 
taking into consideration: 
• Speaker/VIP requirements 
• Industry requirements 
• Budget accommodation 
• Sufficient accommodation for individuals in all categories 
 
 
BUDGET 
 
When preparing the initial budget, the following points should be taken into consideration: 
• Tax implications 
• Legal and audit implications 
• Industry support (direct and indirect) 
• Cash flow 
• Funding 
• Financial procedures 
• Profit allocation (if appropriate) 
• Airline contributions 
• City/national support 
 
In addition: 
• The budget should be realistic 
• The budget must balance on a sensible breakeven 
• The budget should be transparent to all 
 
 
SCIENTIFIC/TECHNICAL PROGRAMME 
 

Refer to IAPCO document: Guidelines for the International Scientific Programme 
Committee and  Poster Presentations at an International or National Congress 

 
Structure: 
• Type of sessions 
• Timetable grid 
 
Abstracts: 
• On-line 
• Posters/oral/other 
• Selection criteria 
 
Speakers: 
• Costs 
• Conditions 
• Other categories 
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Technical equipment: 
• Quality 
• Visibility 
• Efficiency 
 

 Publications and Proceedings 
 
 
PROMOTION 
 
• Logo/design 
• www 
• Print 
• On-site promotion at other events 
• Journals/advertising 
• Using industry 
• Databank 
 
 
INDUSTRY 
 
Exhibition: 
• Location 
• Access 
• Build-up/breakdown (allowing for sufficient time for the size of the exhibition) 
• Duration/open times 
• Proximity to session halls 
• Services 
• Integrated delegate activities 
• Stand allocation 
 
Sponsorship: 
• Financing and pre-financing 
• Marketing service opportunities 
• Return on investment 
• Free selection  
• Guidelines for levels of sponsorship 
• Hospitality suites 
• Sponsors’ Congress (pre-, on-site, and debriefing) 

 
Contract: 
• Payment against invoices 
• Cancellation 
• Terms 
• Deadlines 
• Rules and regulations 
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LOGISTICS 
 
There are many detailed organisational tasks which need to be taken into consideration, 
some of the key elements to consider are as follows: 
• Social programme 
• Companions’ programme 
• Tour programme (Congress and pre-/post-Congress) 
• Transportation 
• Staff/hostesses/students (English language to be included) 
• Registration 
• Secretariat 
• Press 
• Technical equipment and construction 
• Signs 
• Catering  
• Security 
 
 
TIMETABLE 
 
Once the above First Steps have been completed a detailed timetable, setting out all the 
management and organisational tasks that need to be undertaken to complete the 
Congress, can be prepared. 
 
Depending upon the sequence of the Congress, this timetable should be undertaken as 
early as possible, as the timing of some items, for example, invitations to speakers, 
industry and promotion, are critical to the success of the Congress 
 
 
AFTER THE FIRST STEPS 
 
The PCO will guide and advise the Organising Committees on all aspects of the Congress 
 
 
 

Reference Guidelines 
 

All IAPCO documents and guidelines can be obtained from IAPCO or from the IAPCO 
website to assist in the planning of your event. 
 

 
 

Disclaimer 
 

The inclusion or exclusion of information from this document should not be interpreted as 
an endorsement or non-endorsement by IAPCO.   IAPCO is not responsible for the 
accuracy or timeliness of the information presented in this document or for editing, 
classifications or omissions. IAPCO is not responsible for decisions or actions that may be 
made as the result of information presented in this document. 
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ARGENTINA 
 
ICS Congresos Internacionales S.A. 
Mariano R. Castex, Managing Director 
E-mail: buenosaires@congresosint.com.ar 
 
 
AUSTRALIA 
 
ICMS Pty Ltd 
Sarah Markey-Hamm, National Manager 
E-mail: sarah@icms.com.au 
 
Tour Hosts Pty Limited 
Roslyn A McLeod, OAM, Managing Director 
E-mail: darmstrong@tourhosts.com.au  
 
The Congress Planners 
Karine Bulger, Chief Executive Officer 
E-mail: kbulger@Congressplanners.com.au  
 
 
AUSTRIA 
 
AIMS International Congress Services GmbH 
Susanne Kostka, Executive Vice President 
E-mail: congress@aims-international.com 
 
Mondial Congress & Events 
Annette Jirasek, Managing Director 
E-mail: walter@mondial-congress.com 
 
   
BELGIUM 
 
AIMS International Congress Services 
Dorothee Flament, Office Manager  
E-mail: brussels@aims-international.com 
 
MCI Brussels 
Idoia Rodés Torróntegui, Deputy MD 
E-mail: idoia.rodes@mci-group.com 
   
Semico Nv 
Luc Niville, Executive Director 
E mail: info@semico.org  
 
 
BRAZIL 
 
JZ Congressos 
Juarez Filho Augusto de Carvalho, Exec. Dir. 
E-mail: jzcongressos@jz.com.br 
 
 
BULGARIA 
 
AIMS International Congress Services 
AIMS International Bulgaria EOOD 
Anna Potzkova 
E-mail: sofia@aims-international.com 
 
 
   

CANADA 
 
Advance Group Conference Management Inc.  
Rose M. Ironside, President 
E-mail: rosei@advance-group.com 
 
CongressWorld Conferences Inc. 
Susan Roberts, Managing Director 
E-mail: sroberts@congressworld.ca 
 
International Conference Services Ltd  
Mathias Posch, President 
E-mail: mathias@icsevents.com 
 
JPdL - International Congress Management Inc. 
Jean-Paul de Lavison, President 
E-mail: jpdelavison@jpdl.com 
 
JPdL Québec Inc. 
Alain Carbonneau, Dir. Inter. Convention Sales 
E-mail: acarbonneau@jpdl.com  
 
JPdL Toronto Inc. 
Alain Carbonneau, Dir. Inter. Convention Sales 
E-mail: acarbonneau@jpdl.com  
  
Venue West Conference Services Ltd. 
Sue Daugulis, President 
E-mail: congress@venuewest.com 
 
 
CHINA / HONG KONG 
 
International Conference Consultants Limited 
Katerina Tam, Director 
E-mail:   icc@icc.com.hk 
 
 
CYPRUS 
 
Serenas Cyprus Ltd 
Congress & Organisational Services 
Email: mustafa.gurbuz@serenas.com.tr 
 
  
CZECH REPUBLIC 
 
AIMS International Congress Services 
AIMS International s.r.o 
Helena Hradilova, Head of Congress Dept. 
E-mail: prague@aims-international.com 
 
 
DENMARK 
 
DIS Congress Service Copenhagen A/S 
Peder Andersen, Managing Director 
E-mail: psa@discongress.com   
 
ICS A/S Copenhagen 
International Conference Services 
Julie Drehn, Congress Director  
E-mail: julie@ics.dk 
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FRANCE 
 
BCA 
Olivier Cassedanne, Chairman / MD 
E-mail: o.cassedanne@b-c-a.fr 
 
Colloquium 
Annie Gigon, Managing Director 
E-mail: a.gigon@colloquium.fr 
   
Europa Organisation Paris 
Marc Doncieux, President 
E-mail: mdoncieux@europa-organisation.com 
 
Europa Organisation Toulouse 
Marc Doncieux, President 
E-mail: mdoncieux@europa-organisation.com 
 
MCI Paris 
Philippe Fournier, Managing Director 
E-mail: mciparis@mci-group.com 
 
MCI Lyon 
Philippe Fournier, Managing Director 
E-mail: mcilyon@mci-group.com 
 
 
GERMANY 
 
CPO HANSER SERVICE GmbH - Berlin 
Inge Hanser, Director 
E-mail: berlin@cpo-hanser.de 
   
CPO HANSER SERVICE GmbH - Dresden 
Inge Hanser, Director 
E-mail: dresden@cpo-hanser.de 
 
CPO HANSER SERVICE GmbH - Hamburg 
Inge Hanser, Director 
E-mail: hamburg@cpo-hanser.de 
   
INTERPLAN AG - Munich 
Dr. Markus Preußner, Managing Director 
E-mail:info@interplan.de 
 
INTERPLAN AG - Hamburg 
Bruno Lichtinger, Managing Director 
E-mail: hamburg@interplan.de 
 
K.I.T. GmbH - Berlin 
Stéphane Talboom, Director of Sales 
E-mail: stalboom@kit-group.org 
 
MCI Berlin 
Gunda Stickan, Managing Director 
E-mail: gunda.stickan@mci-group.com 
 
MCI Stuttgart 
Carsten Knieriem, Managing Director 
E-mail: carsten.knieriem@mci-group.com 
 
 
GREECE 
 
AC&C International S.A,  
Georgia Baroutoglou, Marketing Superviser 
E-mail: gbaroutoglou@acnc.gr 
 

AKTINA CITY congresses & events 
George Lassithiotakis, Managing Director 
E-mail: info@aktinacitycongress.com  
 
Erasmus Conference Tours & Travel S.A 
Georgia Tsatsou, Managing Director 
E-mail: info@erasmus.gt  
 
   
HUNGARY 
 
AIMS International Congress Services 
AIMS International Kft 
Susanne C Kostka, Executive Vice President  
E-mail: budapest@aims-international.com 
 
  
IRELAND 
 
MCI Dublin 
Siobhan O´Hare, Conference Director 
E-mail: sohare@ovation.ie 
 
 
ISRAEL 
 
KENES International 
Gideon Rivlin, Chairman 
E-mail: conventions@kenes.com 
 
   
ITALY 
 
AIM Group – AIM Congress Milan Office 
Gianluca Buongiorno, President 
E-mail: g.buongiorno@aimgroup.it 
 
AIM Group – AIM Congress Rome Office 
Patrizia Semprebene Buongiorno, MD 
E-mail: p.buongiorno@aimgroup.it 
 
AIM Group – AIM Congress Florence Office 
Michel Neijmann, Head of International Affairs 
E-mail: m.neijmann@aimgroup.it 
  
EGA, Professional Congress Organisers  
Cristina Aru, Partner 
E-mail: ega@ega.it 
  
Formula Congressi Promotion Incentive s.r.l 
Isabella Randone, Managing Director 
E-mail:  info@formulacpi.com 
 
Key Congress and Communication srl 
Arianna Caldon, Managing Director 
E-mail: info@keycongress.com 
 
Promo Leader Service Congressi 
Luigi Cammi, Managing Director 
E-mail: luigi.cammi@promoleader.com 
 
 
JAPAN 
 
Congress Corporation 
Reiko Kubota, Managing Director 
E-mail: iapco@congre.co.jp 
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Japan Convention Services, Inc. 
Tatsuo Arai, Executive Director 
E-mail:  iapco@convention.jp  
 
   
KOREA 
 
Insession International Convention Services Inc 
Jay Moon, Manager 
E-mail: jaymoon@insession.co.kr 
 
MECI International Convention Service, Inc 
Bannie Kim, CEO & President 
E-mail: bannie@meci.co.kr 
 
 
MEXICO 
 
B. P. Servimed, S. A. de C. V. 
Dr. Jorge Bisteni Bustani, Director General 
E-mail:jorge.bisteni@servimed.com.mx 
 
 
MONACO 
 
Publi Créations - AIM Group 
Dr. Marino Lena, Managing Director 
Email:  m.lena@publicreations.com 
 
   
NETHERLANDS 
 
Academic Medical Center 
International Affairs & Congresses 
Vincent van Wulfen, Group Manager  
E-mail: V.C.vanWulfen@AMC.UVA.NL 
 
Congrex Holland BV  - The Congrex Group 
Annemiek van Iersel, Operations Director 
E-mail: annemiek.vaniersel@congrex.com 
 
EAGE - EAGE Conferences bv  
Ricardo Vivas 
E-mail: eage@eage.org 
 
Eurocongres International  
Michelle Labouchere, MD/Partner 
E-mail: labouchere@eurocongres.com 
 
ICS - International Conference Services BV 
Jerry A.F. Gaspersz, Managing Director 
E-mail: j.gaspersz@ics-online.nl 
 
   
NEW ZEALAND 
 
The Conference Company 
Jan Tonkin, Managing Director 
E-mail: jt@tcc.co.nz 
 
   
NORWAY 
 
Congress-Conference AS 
Øivind R. Lie, Director 
E-mail: congrex@congrex.no 
 

PANAMÁ  
 
Congrex Americas – The Congrex Group 
Javier Montilla, Regional Managing Director 
E-mail: javier.montilla@congrex.com 
 
 
PORTUGAL 
 
AIMS International Congress Services 
AIMS Portugal Ltda. 
Susanna Tocca, Managing Director 
E-mail: Lisbon@aims-international.com 
 
K.I.T. Congressos e Incentivos Lda 
Stéphane Talboom, Managing Director 
E-mail: stalboom@kit-group.org 
 
 
SINGAPORE 
 
MCI Singapore 
David Goh, Managing Director  
E-mail: singapore@mci-group.com 
 
 
SLOVENIA 
 
Cankarjev dom  
Teja Alic, Head of Operation Division 
E-mail: teja.alic@cd-cc.si 
 
 
SPAIN 
 
AOPC - Professional Congress Organiser 
Paloma Bellés, Managing Director 
E-mail: congress@aopc.es 
 
ATLANTA/UNICONGRESS 
Guillermo Fuster Fernández, MD / CEO 
Email: direccion@unicongress.com  
 
Grupo Pacifico 
Patrizia Milan, Dirección Técnica 
E-mail: pmilan@pacifico-Congresss.com 
 
MCI Barcelona 
Oscar Cerezales, Managing Director  
E-mail: oscar.cerezales@mci-group.com 
 
MCI Madrid 
Guy Bigwood, Managing Director  
E-mail : guy.bigwood@mci-group.com 
   
SIASA Congresos SA 
Mercedes del Portillo, Managing Director 
E-mail:  mportillo@siasa.es 
   
TILESA OPC, S.L 
Carlos de Sebastian jr, General Manager 
E-mail: carlosjr@tilesa.es 
 
Viajes Iberia Congresos 
André Vietor, Managing Director 
E-mail: andre.vietor@viajesiberia.com 
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SWEDEN 
 
Congrex Sweden AB - The Congrex Group 
Stephanie Hellstedt, Sales Director 
E-mail: stephanie.hellstedt@congrex.com 
 
MCI Stockholm 
Fredrik Vanerell, Marketing and Sales 
E-mail: fredrik.vanerell@mci-group.com 
 
   
SWITZERLAND 
 
KENES International 
Dan Rivlin, Managing Director 
E-mail: drivlin@kenes.com 
 
K.I.T. Swiss S.A 
Stéphane Talboom, Dir of Sales & Operations 
E-mail: info@kit-group.org 
 
MCI Geneva 
Richard Torriani/Philippe Fournier 
E-mail: mci@mci-group.com 
 
MCI Glattburg 
Thomas Wuethrich, Managing Director 
E-mail: Thomas.wuethrich@mci-group.com 
 
 
TURKEY 
 
Figür Congress & Organisation Services Ltd 
Pinar Ceyhun, International Affairs 
E-mail: pinarceyhum@figur.net 
 
Flap Tour 
Gurkan Gencler, Director 
E-mail: gurkan@flaptour.com.tr 
 
Koray Kurutepe [individual member] 
K2 Conference and Event Management Co. 
E-mail: koray.kurutepe@k2-events.com 
 
Mustafa Kartopu [individual member] 
Der Tur Tours & Travel 
E-mail: mkartopu@dertur.com.tr 
 
Serenas Tourism Congress Services Ltd Co 
Mustafa Gurbuz, General Manager  
Email: mgurbuz@serenas.com.tr 
 
Topkon Congress Services 
Kemal Kural, Managing Director 
E-mail: congress@topkon.com 
 
United Expo, PCO Congress and Tourism 
Eli Simsolo, General Manager 
E-mail: info@unitedexpo.com.tr 
 
Visitur Conference and Destination Services 
M. Talha Camas, President 
E-mail: congress@visitur.com.tr 
 
ZED Tourism Travel Agency 
Cengiz Yazanel, General Manager 
Email: info@zed.com.tr 
 

UNITED ARAB EMIRATES 
 
MCI Middle East 
Sumaira Isaacs, Managing Director 
E-mail: sumaira.isaacs@mci-group.com 
 
 
UNITED KINGDOM 
 
Concorde Services Limited – The Congrex Group 
Sarah Fitzpatrick, Managing Director 
E-mail: sarah.fitzpatrick@concorde-uk.com 
 
MCI UK 
Jennifer Jenkins, Managing Director  
E-mail: jennifer.jenkins@mci-group.com 
 
 
SECRETARIAT 
www.iapco.org 
 
Sarah Storie-Pugh 
IAPCO 
Brambles House 
Colwell Road 
Freshwater 
PO40 9SL, United Kingdom 
 
E-mail: info@iapco.org 
 
 
Reproduction 
 
Reproduction of any part or of the 
entire document is subject prior 
authorisation and approval from 
IAPCO.   Copyright IAPCO: 
1st edition 2002, latest reprint 2009 
 
 


