International Association of Professional Congress Organizers

Guidelines for the
International Scientific Programme
Committee

It is recommended that this be read in conjunction with the IAPCO document
Poster Presentations at an International Congress

The planning and co-ordination of the scientific programme is of vital importance to the
smooth running of an international congress. Most members of IAPCO have wide
experience of working with scientific committees and will provide administrative support to
such a committee as part of their basic duties.

However, whenever a Professional Congress Organiser (PCO) is engaged, the scientific
chairman should ascertain what tasks they would normally undertake and what extra
services can be provided at additional costs. PCOs are able to provide a full, computerized
abstract-handling service which can be of immense value to the scientific chairman and his
committee.

These guidelines refer only to the scientific or technical aspects of a congress and are
intended for the use of the scientific committee. It is assumed that all other aspects of the
organisation are being handled by a PCO or other body, with whom liaison, especially on
budgetary items, is essential.

BASIC QUESTIONS TO BE ADDRESSED BY THE
SCIENTIFIC COMMITTEE WHEN COMMENCING THEIR TASK

1. Committee structure and responsibilities
Is the committee to be appointed nationally or is there an international committee who
usually work together to compile the scientific programme?

How will the work be allocated?

How long do you expect the work to take?

How many members do you think are needed?

How much time can each person set aside for this work?
Create bookmarks (interaction & convenience functions)

2. Timetable and programme format
e  What will the timetable be?
e Are speakers to be invited only/chosen from submitted papers - or both?
e How much time will be allocated to each spoken presentation?
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e What will the programme format be:
= Keynote/Plenary Sessions

Lectures?

Workshops?

Seminars?

Round Tables?

Symposia?

Poster Sessions?

Satellite Meetings?

Pharmaceutical companies or other relevant organisations are often invited to organise
peripheral meetings alongside congress activities as satellite meetings.

e How many parallel sessions will there be? Can these be accommodated, bearing in
mind the venue and expected number of delegates?
How many presentations can be made orally and how many as posters?

3. Abstracts

e |f papers are to be submitted, how many abstracts are expected? Is this knowledge
based on historical records of the congress?
e In which languages will abstracts be accepted?
e Will all abstracts be accepted and, if not, why will some be rejected?
e How will you deal with more than the expected number of abstracts? Will you:
= Specify in the Call for Papers that there is a restriction on the number of
admitted abstracts?
= Allow for more poster presentations?
= Publish abstracts by title only?
= Be more selective in adjudication and reject some abstracts?
How will abstracts received after the deadline be dealt with?

4. Invited speakers

Remember that keynote speakers and chairmen need to be invited early
= To ensure that the best people are available and
= So confirmed names and topics can be published in early publicity material
and the Advance Programme/Call for Papers.
Which people are to be invited?
Who will invite them?
What expenses/benefits will they receive?
What other information will they require?
» Length and topic of presentation?
= Date and time of presentation?
= Names of contacts on scientific committee?
= Type of written material required and deadlines for receipt (e.g. abstract/full
paper for proceedings)?
Acceptable languages for presentation (oral and written)?
= Details of other speakers/topics in the session?
= are essential. A map/floor plan to locate each poster when mounting should
be available.
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5. Call for Papers

Will the Call for Papers be mailed with the registration mailing or in advance?
How much information about the programme will be given in the Call for Papers:
= Names of confirmed invited keynote speakers and chairmen?
= Topics or keywords to choose from?
» Format of sessions (posters, symposia, workshops, etc.)?

6. Poster presentations

What time will be set-aside for posters?
What format will poster sessions take:
= Viewing only
= Discussions in workshop sessions according to topic?
= Review of all posters in plenary session?
Will the posters be changed daily/every two days/ remain throughout?

7. Publication of abstracts

e |n what format will the abstracts be published (book, journal, CD-ROM, www)
= Horizontal (landscape) or vertical (portrait) format?
= How many on each page - one, two, three, four or more?
Will all abstracts be published, including those from poster presenters?
Will abstracts for any satellite meetings be published?
Will the abstracts be published in a separate book or in the final programme?
Will a publisher be appointed or will the congress organiser print abstracts?
Will the abstracts be distributed to all delegates at registration?
What indices will be included:
= Author and co-authors (how will presenting authors be indicated?)?
= Keyword or topic?
= Chairmen?
e Wil figures or diagrams be accepted?

8. Pre-prints

Will pre-prints (extended abstracts) be published for distribution before or at the congress?

9. Proceedings

Will proceedings be published in a journal, book or on a CD-ROM?
Will full proceedings be distributed to all delegates during or after the congress?
Will the proceedings be published on the www homepages of the congress?
Payment for proceedings:

= Wil the cost be included in the registration fee?

= Wil the cost be an optional purchase and offered on the registration form (at

an advantageous price)?

= Wil a publisher be appointed or will the organiser arrange for printing the
proceedings?
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TIMETABLES AND DEADLINES

At least 18 months before the congress, an outline programme should be drawn up
showing number and timing of keynote/plenary sessions, lectures, workshops, seminars,
round tables, symposia and poster sessions. At about the same time, invitations should be
sent to keynote/invited speakers and chairmen, not forgetting to give details of expenses
payable. A timetable listing actions and deadlines prior to the congress is essential. Ideally,
this would be month-by-month and include a precise schedule for the handling of abstracts,
from distribution of the Call for Papers to printing the programme and/or abstract book. A
PCO would be able to advise fully on planning a detailed schedule of activities.

BUDGETARY CONSIDERATIONS

The following items will affect the whole congress budget
1. Committees

Complimentary registrations and other expenses to be allowed to committee members:
e Committee members to be specified
Type of expenses/benefits to be specified
Are spouses included?
Remember pre-congress expenses (travel to meetings, catering, accommodation)
Secretarial and administrative costs (what and for whom?)
Abstract handling and computerization costs.

2. Speakers

Complimentary registrations and other expenses to be allowed to speakers and chairmen:
Who is eligible?

What is payable?

Travel (where from and what class?)

Subsistence

Expenses for spouses

Accommodation

Fees

Note: it is recommended that any expenses payable are handed to speakers on arrival at
the congress rather than mailed in advance; alternatively they may be payable after the
event on submission of claim forms and receipts.

Speakers' dinner or other entertainment.
e Gifts for keynote speakers.

3. Call for Papers

How many to be printed and mailed?

To be incorporated in the registration mailing or dispatched separately?
Format and weight?

Cost of putting information on the www?
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4. Programme

Number of days for the scientific programme?

Sizes of rooms required?

Number of parallel sessions?

Audio-visual aids required?

Are congress sessions to be interpreted into other languages? If yes, how many
and what languages?

e Are print items to be translated into other languages?

5. Abstracts

Format and size of abstract book?

Included in registration fee or not?

Number required?

Mailed in advance or not?

Whether CD-ROM is to be produced?
Whether abstracts are to be put on the www?

6. Posters
e Size of area for poster presentations.
e Number and type of poster boards (lighting requirements and method of fixing
should also be taken into account).

Refer to IAPCO document: Poster Presentations at an International Congress

7. Other

Special identification required for authors/presenters (e.g. special badges, ribbons).
Mailings:

= Separate mailing of Call for Papers

= Interim details of scientific programme

= Abstracts mailed out in advance.

8. Proceedings

Are these included in the registration fee? If yes:

= Typeset or camera-ready?

= Hard or soft cover?

= Book and/or CD-Rom?

= All papers included or invited only?

= Size, format and number?

= Editorial costs
If circulated after the congress, remember to include mailing costs.
If placed on the www, remember the associated costs.

9. All print items
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ABSTRACT HANDLING PROCEDURES

On receipt of the abstracts, a number of tasks will have to be undertaken, either by the
PCO or other body. PCOs will have an abstract-handling programme on their computer
system, which may or may not be linked to the registration programme. Whether abstracts
are submitted on paper or by electronic means, the tasks to be carried out will include:

e Receipt, recording and acknowledgement
Sorting and distribution
Compiling computer lists and programme charts
Input of programme information
Printing of abstracts and indexes.

ADJUDICATION AND ALLOCATION TO SESSIONS

This is one area where the PCO is unable to be of assistance except by producing charts
to aid the scientific chairman and his committee and offering advice as required. Depending
on the size of the congress and the number of abstracts received, it is sometimes helpful
for two or three days to be set aside for the scientific committee to "go into retreat" to
consider all abstracts and compile the scientific programme. If a residential weekend is
planned, remember to include the costs in the budget.

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. |APCO 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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List of Members 2009

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 Meeting Planners
Karine Bulger, Chief Executive Officer
E-mail: kbulger@meetingplanners.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 Torrontegui, 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
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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 Lid
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 PreuBner, 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
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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.|
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 lersel, 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
@ivind R. Lie, Director
E-mail: congrex@congrex.no

AP CO

International Association of Professional Congress Organizers

PANAMA

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 Fernandez, MD / CEO
Email: direccion@unicongress.com

Grupo Pacifico
Patrizia Milan, Direccién Técnica
E-mail: pmilan@pacifico-meetings.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: drivliin@kenes.com

K.L.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

Figlr 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
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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:

1% edition 1990; most recent re-edit
2001; latest reprint 2009
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