International Congress of Toxicology Timeline
Seoul
48 – 36 months  (July 2009 – July 2010)

· Agreement negotiated between Society and Conference Organizer

· Secure venue

· Contract hotel accommodation

· Organizational Chart developed and draft budget

· Bid Book preparation and submission

· Organizing Committee members/roles and responsibilities identified

· Develop detailed budget

· Develop annual milestones

· Create Logo

36 – 24 months (July 2010 – July 2011)

· Develop marketing plan

· Develop marketing announcements and timings

· Develop web site

· Develop sub-committees 

· Establish congress e-mail address

· Identify and determine involvement in toxicology related meetings (i.e. ICT, SOT, Eurotox, Asiatox, other)

· Begin developing master database of potential attendees, organizations, universities, IUTOX Societies, Embassies

· Obtain bids from various suppliers

· Establish International Scientific Program Committee, responsibilities, timelines

· Establish International Advisory Committee 

· Distribute Congress 1st announcement

24-12 months (July 2011 – July 2012)

· Contract with suppliers (i.e. exhibition, audio visual, delegate bags, F&B, etc…)

· Intensify marketing efforts

· Develop exhibitor prospectus and commercial sales leads 

· Develop scientific program

· Develop abstract paper management system

· Determine final publications

· Send 2nd Announcement (electronic broadcasts)

· Develop fundraising strategy and launch program

· Develop social program and tours

· Appointment of official airline

12 – 6 months (July 2012 – January 2013)

· Begin volunteer recruitment

· Finalize budget and set registration fees

· Draft and send Call for Abstracts and Registration Bulletin

· Intensify effort on exhibition booth sales and fundraising program

· Correspondence with authors re: acceptance of abstracts, visa applications, etc.

· Congress Registration process begins

· Develop and test registration procedures

6 – 0 months (January 2013 – July 2013)
· Finalize, print program 

· Produce abstracts CD

· Develop on-site communications plan

· Finalize arrangements with all contractors and suppliers

· Print production (i.e. badges, tour tickets, delegate bags, banquet, etc) 

· Pack up and transfer operations on-site

ON-SITE OPERATIONS BEGIN

Communications and Public Relations Committee

Timetable and Outline of Committee Responsibilities

48 – 36 months (July 2009 – July 2010)

• Create logo

• Develop Congress theme with Organizing Committee

• Make reservations for exhibition booth at preceding ICT

- Develop attention getter for booth

• Develop initial promotional brochure for preceding ICT

• Prepare preliminary marketing plan

- identify target audience

• Prepare website

36 - 24 months July 2010 – July 2011)

• Distribute promotional handout from exhibition booth

• Activate Congress website upon conclusion of preceding ICT

• Prepare list of toxicologists to be contacted with Congress announcements

• Maintain and update website

- Scientific Programme; Registration information; Sponsorship opportunities; Accomodations; Tourism information, etc.

• Prepare First Announcement/Letter of invitation to attend Congress

- post on Congress website

- post on IUTOX website with links to Congress website

- email announcment to community of toxicologists

• Solicit opportunities to post Announcements on other “toxicology” websites

24 - 12 months (July 2011 – July 2012)
• Prepare and email 2nd announcement to community of toxicologists

- first call for abstracts and early registration

• Update websites (Congress’ and IUTOX’s)

12 - 6 months (July 2012 – January 2013)
• Prepare and email 3rd announcement

- Abstract due date

• Update websites

6 - 0 months (January 2013 – July 2013)

• Email author’s of accepted abstract


- end of early registration
• Prepare and email 4th annoucement 

- notification of mid-registration period

• Finalize and publish program book

• Finalize abstracts CD

• Prepare and email 5th announcmen



- late and on-site registration

• Develop on-site communication plan

• Finalize delegate (attendees) book

Responsibilities:

1. Develop marketing plan and identify target audiences:

a. National societies

b. International societies

c. Government organizations

d. Non-government organizations

e. Educational institutions

f. Research institutions

g. Industry organizations

h. Media outlets 

2. Website: Communications and Public Relations Committee has primary responsibility for preparation and quality control regarding the design, content and updating of information on the Congress Website

3.
Contact with IUTOX member organizations to request weblinks

4.
Advertisements in society journals and newsletters

5.
Posters – Send to universities, research institutions, industry and government laboratories; post on Website for downloading

6.
Participate in key toxicology meetings (e.g. SOT, EUROTOX, ASIATOX) via exhibition booths for publicity as well as for exhibition and  sponsorship contacts

7.
Provide promotional materials for distribution at other scientific meetings

8.
Coordinate with Local Arrangements Committee and Congress Organizer regarding the on-site registration materials

9.
Coordination of media relations during the Congress

National Scientific Program Committee

~34 months (September 2010)



· Send out invitation for program proposals

32 – 31 months (November – December 2010)

· Confirm membership, finalize committee

· Finalize membership of International Scientific Program Committee (ISPC)

· 1st Meeting of the National Scientific Program Committee (NSPC)

·  Set up subcommittees

· 1st Reminder notice for ICT Proposals

30 months (January 2011)

· 2nd Reminder notice for ICT Proposals

29 months (February 2011)

· Finalize two nominations for the Deichmann Lecture
· Receive and rate proposals (Both NSPC and ISPC participate in rating of proposals)
28 months (March 2011)
· 1st Meeting of the ISPC (SOT Annual Meeting)

· Present first draft of rated proposals to NSPC and ISPC

26 - 25 months (May – June 2011)

· Finalize selection of topics for plenary lectures, symposia, debates, roundtables

22 months (September 2011)
· 2nd Meeting of the ISPC (EUROTOX) - Present draft list of topics, fine-tuning  

· Meeting of the IUTOX Executive Committee (EUROTOX) - Present nominees (1st and  2nd choice) for Deichmann Lecture

21 months (October 2011)

· Send out official invitation to selected Deichmann lecturer
19 months (December 2011)
· Meeting of the NSPC – Draft Final Scientific Program, including topics/speakers

· Meeting of the ICT Organizing Committee – Review Final Program, fine-tuning

18 months (January 2012)
· ISPC reviews Final Scientific Program, fine tuning
· Meeting of the ICT Organizing Committee - Approve Final Scientific Program

16 months (March 2012/SOT San Francisco)

· Meeting of the ISPC (SOT Annual Meeting) – Present Final Program

15 months (April 2012)

· Send out invitations to speakers

14 - 13 months (May – June 2012)

· Selection of session co-chairs

· Finalize Continuing Education session topics and speakers

9 months (October 2012)

· Call for Abstracts

7 months (December 2012)

· Final meeting of the NSPC

6 months (January 2012)

· Abstract deadline

5 months (February 2012)

· Complete review of Abstracts

4 months (March 2012)
· Letters of acceptance for Abstracts

0 months (July 2012)

· ICT
Financial Contributions Committee

36 - 24 months (July 2010 – July 2011)
· Committee membership  finalized (Include members representing academia, government, industry)
· Create database of potential sponsors and key contacts within each organization
· Define and finalize sponsorship categories, costs and associated privileges
24 – 12 months (July 2011 – July 2012)
· Prepare solicitation materials introducing sponsorship opportunities and outlining costs/privileges  
· Continue to update database of potential sponsors and key contacts within each organization
· Initiate solicitation and follow up (Budget cycles for some organizations may require at least 1 year advance notice)
· Formal solicitation and follow up
· Communication with confirmed sponsors
12 – 6 months (July 2012 – January 2013)
· Final solicitation and follow-up
6 – 0 months (January 2013 – July 2013)
· Ensure pre- and post-Congress acknowledgements and appreciation
· Arrangements for recognition of significant donors (Consider special reception)
Note: Financial Contributions Committee should maintain close contact with the Local Arrangements Committee due to potential overlap between industry sponsors and exhibitors.
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