STANDARD OPERATIONAL PROCEDURE FOR THE IUTOX CONGRESSES

Organization of IUTOX international congresses, namely "International Congress of Toxicology" and "Congress of Toxicology in Developing Countries" are organized in accordance with the stipulations of Section D-20 of the IUTOX Constitution. The following procedural guideline, The Standard Operational Procedure for the IUTOX Congresses, has been prepared in accordance with the principles delineated in the IUTOX Constitution.

1. International Congresses of Toxicology (ICTs) 

The most prominent scientific activity of IUTOX, the ICTs, are organized in intervals of three years   
1. 1. Submission of Bids 

International Congresses of Toxicology are hosted by one of the IUTOX member societies. The General Assembly of IUTOX votes for the site of an ICT. The ballot at the General Assembly takes place six years in advance of the date of the proposed ICT.  At least one year prior to the meeting of this General Assembly, the Secretary General calls on the Member Societies to prepare bids for hosting the Congress.  Bids should be submitted to the Secretary General at least 150 days in advance of the General Assembly. The Executive Committee shall review bids received by the Secretary General for hosting the ICT and its report shall be submitted by the President to the General Assembly for discussion and a vote. 

Member societies may vote by mail ballot to be received by the Secretary General at least 30 days before the General Assembly or by secret ballot cast at the General Assembly. All national and regional IUTOX Member Societies in good standing have the right to vote at the General Assembly. A “member society in good standing” is defined as a society that has paid its membership fee. The voting power of each society depends on the number of individual members in the society. If a member society fails to pay its membership fee in due time, it loses its right to vote in the General Assembly.

1.2. Preparation of Bids

The bids must contain detailed information about the congress venue and its facilities, general infrastructure, proposed dates for the congress, names of key individuals within the organizing committee, a draft budget, letters of support from local sponsoring organizations and an organizational plan of the congress. Selection of the proposed congress venue, i.e. the congress city and convention center, should be done with care. It is important to consider the geographical location of the venue, i.e. it should be within easy reach for international travel. 

The budget of the congress is a key element of the proposal. The budget shall be prepared, alternatively for 750, 1500, 2500 participants, separately, to permit assessment of the potential of the Congress to provide revenue for IUTOX. A detailed budgetary plan for the expenses and income of the congress, including proposed registration fees, are required. 
1.3. Organization of the Congress 

1.3.1. Organizing Committee

The member society to host the ICT Congress, per decision of the General Assembly, must form an organizing committee at most within a year and must present to the IUTOX Executive Committee, within the same time span, the names of the chair and the members of the organizing committee.  From that point on, the IUTOX shall regard this committee as the sole interlocutor in all matters regarding the congress. Normally the Chair of the Organizing Committee will serve as President of the Congress.
If the IUTOX President deems it necessary, he/she may invite the chair of the organizing committee to participate in the IUTOX EC meetings so that the EC may be directly informed about the developments regarding the ICT Congress.

The host society may make changes in the local organizing committee at any time, if it deems it necessary.  The chair of the organizing committee is also the chairperson of the congress.  The organizing committee, as needed, forms sub-committees such as the financial, the scientific and the public relations committees.     

1.3.2. The Scientific Program Committee:
A Scientific Program Committee is established by the Organizing Committee, subject to the approval of the IUTOX-EC, three years before the convening of the Congress and immediately following the General Assembly meeting preceding the Congress.  The Organizing Committee may deem it expeditious to form both an International Scientific Program Committee and a National Scientific Program Committee. The Organizing Committee of the Congress will appoint a Chair for both the International Scientific Program Committee and the National Scientific Program Committee, if there are two Committees. The chair of the scientific committee of the preceding ICT and the chair of the IUTOX Science Commission are members of the International Scientific Program Committee. In the selection of the other members of the International Scientific Program Committee, criteria such as merit, representation from national societies that have the greatest number of members and the geographical distribution of the member societies shall be taken into account.

1.3.3. International Advisory Committee 

An International Advisory Committee is established jointly by the Organizing Committee and the IUTOX-EC, three years before the convening of the congress and immediately following the General Assembly meeting preceding the congress. The President-Elect of IUTOX will chair this committee.  The duty of the International Advisory Committee is to aid the Organizing Committee in the world-wide promotion of the congress.  The chair of the previous congress, IUTOX Developing Countries Committee Chair, a representative from each of the largest five member-societies, a representative from each of the member societies in Asia and Africa, and representatives from relevant international organizations such as WHO should be among the other members of this committee. 

1.3.4. Contract

Three years before the convening of the congress and immediately following the General Assembly meeting preceding the Congress, a contract is signed between the Organizing Committee and IUTOX. The contract spells-out the responsibilities of the Organizing Committee and IUTOX, the general structure of the congress, financial issues, and the arrangements for fellowship programs, and publications. Following approval by the IUTOX Executive Committee, the contract is signed on behalf of IUTOX, by the president of IUTOX. On behalf of the Organizing Committee the contract shall be signed by the President of the host society, the Chair of the Organizing Committee and, if there is a national institution charged with the running of the congress, by its president or some other authorized representative of that body.  

1.3.5. Deichmann Award Lecture
The Deichmann Award Lecture is organized in honor of William B Deichmann, one of the founders of IUTOX in 1980.  Recently it has been customary for the Deichmann Award lecture to be given by a prominent scientist from the host country. To select the Deichmann Award Lecturer, the Scientific Program Committee will submit nominations to the Organizing Committee.  The Organizing Committee will propose the names of two candidates to the IUTOX Executive Committee, who will make the final selection between these candidates. 
1.3.6. Timeline of the Organization
A sample timeline for the organization of an ICT is in ANNEX 1 of this SOP.  Promotional activities, such as booths, the web site and advertisements, should be initiated at or after the preceding ICT meeting.
1.3.7. Congress Final Report
The congress final report and the financial statement should be submitted to IUTOX within 6 months following the convening of the congress. The financial statement may be subject to an external audit.

2. Congresses of Toxicology in Developing Countries (CTDCs)

CTDCs, organized once every three years, provide a forum for discussing toxicological problems facing developing countries and promote cooperation between scientists from developed and developing countries to work on specific toxicological problems of the developing world.   

2. 1. Submission of Bids  

CTDCs are hosted by one of the IUTOX member societies. The General Assembly of IUTOX votes for the venue of a CTDC.  The ballot at the General Assembly takes place five years in advance of the date of the proposed ICT. At least one year prior to the meeting of this General Assembly, the Secretary General calls on the Member Societies to prepare bids for hosting the congress. Bids should be submitted to the Secretary General at least 150 days in advance of the General Assembly where they are to be considered. The Executive Committee shall review bids received by the Secretary General for hosting the ICT and its report shall be submitted, by the President, to the General Assembly for discussion and a secret vote for approval. 

Member societies may vote by mail ballot to be received by the Secretary General at least 30 days before the General Assembly meeting or by secret ballot cast at the General Assembly. In the General Assembly, all national and regional IUTOX Member Societies in good standing have the right to vote. "A member society in good standing" is defined as a society that has paid its membership fee. The voting power of each society depends on the number of individual members in the Society. If a Member Society fails to pay its membership fee in due time, it loses its right to vote in the General Assembly.

2.2. Preparation of Bids 

The bids must contain detailed information about the congress venue and its facilities, the general infrastructure, proposed dates of the congress, names of key individuals within the organizing committee, a draft budget, letters of support from local sponsoring organizations and an organizational plan of the congress. Selection of the proposed congress venue, i.e. the congress city and convention center, should be done with care. It is important to consider the geographical location of the venue, i.e.  it should be within easy reach for international travel. 

The budget of the Congress is a key element of the proposal. The budget shall be prepared, separately, for 250, 500, 750 participants.  A detailed budgetary plan for the expenses and income of the congress, including proposed registration fees are required.  In drawing up the congress budget, care should be taken to set a relatively low registration fee for participants from developing countries. 

2.2. Organization of Congress 

2.2.1. Organizing Committee
The member society to host the CTDC Congress, per decision of the General Assembly, must form an organizing committee at most within a year; and must present to the IUTOX Executive Committee, within the same time span, the names of the chair and the members of the organizing committee.  From that point on, the IUTOX shall regard this committee as the sole interlocutor in all matters regarding the congress.  

If the IUTOX President deems it necessary, he/she may invite the head chair of the organizing committee to participate in the IUTOX EC meetings so that the EC may be directly informed about the developments regarding the Congress.

The Host Society may make changes in the local organizing committee, at any time, if it deems it necessary.  The chair of the organizing committee, is also the chairperson of the Congress.  The organizing Committee, as needed, forms sub-committees such as the financial, the scientific and the public relations committees.

2.2.2. Scientific Program Committee
A Scientific Program Committee is established jointly by the Organizing Committee and the IUTOX-EC, three years before the convening of the Congress and immediately following the General Assembly meeting preceding the Congress. The chair of the scientific committee of the preceding CTDC, the Chair of the IUTOX Developing (Countries Committee, and the Chair of the IUTOX Scientific Committee are members of the said committee. Merit shall be primary among the criteria for selection of the other members of this Committee, but the geographical distribution of the member societies should also be taken into account and preference should be given to toxicologists of merit from developing countries. 

2.2.3. International Advisory Committee  

An International Advisory Committee is established jointly by the Organizing Committee and the IUTOX-EC, three years before the convening of the congress and immediately following the General Assembly meeting preceding the congress. The duty of the International Advisory Committee is to aid the Organizing Committee in the world-wide promotion of the congress.  The Secretary General of IUTOX chairs this committee.  The chair of the previous congress, IUTOX Developing Countries Committee Chair, a representative from each of the largest five member-societies and representatives from relevant international organizations such as WHO shall be among the other members of this committee.

2.2.4. Timeline of the Organization

A sample timeline for the organization of a CTDC/ICT is in ANNEX 1 of this SOP.  Promotional activities, such as booths, the web site and advertisements, should be initiated at or after the preceding CTDC meeting.

2.2.5. The Contract 

Three years before the convening of the congress and immediately following the General Assembly meeting preceding the congress, a contract is signed between the organizing committee and IUTOX. The contract spells-out the responsibilities of the organizing committee and IUTOX, the general structure of congress, financial issues, fellowship programs, and publications. Following approval by the IUTOX Executive Committee, the contract is signed, on behalf of IUTOX, by the president of IUTOX. On behalf of the Organizing Committee, the contract shall be signed by the president of the host society, the chair of the organization committee and, if there is a national scientific body charged with the running of the congress, by its president or by some other authorized representative of that body.

2.2.6. Congress Final Report 

The congress final report and the financial statement should be submitted to IUTOX within 6 months following the convening of the congress. The financial statement may be subject to an external audit.
ANNEX 1

Timeline

For Organizing an 

ICT/CTDC Meeting
Prepared by: Organizing Committee of ICT XI
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1. International Congress of Toxicology/CTDC Milestones

48 – 36 months

· 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

· 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

· 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

· 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

· 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

2. Communications and Public Relations Committee

Timetable and Outline of Committee Responsibilities

Timetable:

48 – 36 months

• 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

• 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
• 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
• Prepare and email 3rd announcement

- Abstract due date

• Update websites

6 - 0 months

• 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

3. National Scientific Program Committee

Timetable

~34 months 



· Send out invitation for program proposals

32 – 31 months 


· 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

· 2nd Reminder notice for ICT Proposals

29 months

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

· 1st Meeting of the ISPC (SOT Annual Meeting)

· Present first draft of rated proposals to NSPC and ISPC

26 - 25 months

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

22 months 


· 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

· Send out official invitation to selected Deichmann lecturer
19 months 

· Meeting of the NSPC – Draft Final Scientific Program, including topics/speakers

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

18 months

· ISPC reviews Final Scientific Program, fine tuning
· Meeting of the ICT Organizing Committee - Approve Final Scientific Program

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

15 months

· Send out invitations to speakers

14 - 13 months

· Selection of session co-chairs

· Finalize Continuing Education session topics and speakers

9 months

· Call for Abstracts

7 months

· Final meeting of the NSPC

6 months

· Abstract deadline

5 months

· Complete review of Abstracts

4 months
· Letters of acceptance for Abstracts

0 months

· ICTI

Financial Contributions Committee

Timetable

36 - 24 months

· 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

· 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

· Final solicitation and follow-up
6 – 0 months

· 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.

Local arrangements committee (LAC) 

Responsibilities


1. General Considerations
1.1 Much of the perception of the success of the meeting (i.e., what people will remember) is how smoothly and trouble-free the logistics and mechanics of the meeting run. These are the responsibility of both the Congress Secretariat and the LAC.

1.2 The Congress Secretariat manage much/all of the business aspects of the meeting, LAC is responsible for many of the concepts, planning and initiation, execution, follow-up and trouble/shooting/problem solving. Many of the individual events to be managed have common elements.

1.3 The “main events” are the Opening Ceremony, the President’s (Welcoming) Reception, the Civic Reception, the Congress Dinner and the Closing Ceremony.

2. Resources and Coordination


1.1 Congress secretariat

2.1 Venue (congress centre)

2.2 Local Tourism Bureau

2.3 LAC

3. Opening Ceremonies


3.1 Planning:  LAC

3.2 Scheduling: Sunday night

3.3 Location


3.2 Entertainment: Music?


3.3 Formalities:?

4. President’s (Welcoming) Reception


4.1 Planning: LAC

4.2 Scheduling


4.3 Location (with commercial exhibits?)

4.4 Entertainment: (some/none?)

4.5. Formalities: (some/none?)


4.6 Costs vs. Budget (President’s reception is a budgeted item)


4.6 Catering

5. Civic Reception


5.1 Planning: LAC?

5.2 Scheduling


5.3 Location: Off site


5.4 Transportation (if off-site)


5.5 Entertainment: (yes/no)


5.6 Formalities: (yes/no, e.g., greeting form mayor or provincial/civic leaders)


5.7 Costs and Funding (Civic reception not a budgeted item?)


5.8 Catering:

6. Banquet


6.1 Planning: LAC

6.2 Scheduling: Wednesday night


6.3 Location


6.4 Transportation (if off-site)


6.5 Entertainment


6.6 Sound system: Need to be adequate


6.6 Formalities: No. If there are speeches, they will be kept at a strict minimum

6.7 Costs vs. Budget (Congress Dinner is separate; elective fee; and is intended to be self

       financing or perhaps a small profit center)

7. Transportation/Busing


7.1 To all off-site events

8. Post Congress Tours


8.1 Planning:

8.2 Usually 2-4 days


8.3 All-inclusive 4-5 star


8.4 Self-Financing (tours only go if minimum subscription reached)


8.5 Arrange with commercial tour companies

9. Accompanying Persons Program


9.1 Planning: LAC

9.2 During or just pre-Congress


9.3 Local ½ or 1 Day (often including lunch)

9.4 Tour of City on Sunday P.M. 

  
9.5 Usually Arts/Crafts, Cultural, History, Nature, Gastronomy

9.6 Self-Financing (tours only go if minimal subscription reached but can be more

      flexible than post-congress tours)

9.7 Arrange with commercial tour companies

10. Security


10.1 Planning: Congress secretariat with LAC

10.2 Increasing concern/issue


10.3 Subtle but effective

10.4 Planning with Venue, police, fire??


10.5 Animal Rights activists, demonstrations, terrorism

10.6 Photo ID or not for registration.

10.7 What are IUTOX requirements for security??

11. Special Guest Protocol


11.1 Planning: Congress secretariat

11.2 At ICT X Princess Chulaborn of Thailand attended and was a speaker 


11.3 Required special protocol and attention

12. Press Coverage


12.1 Planning: Communications and Public Relations Committee


12.2 Press Room


12.3 May require Local Arrangements Co-ordination

13. Closing Ceremony


13.1 Planning: LAC

13.2 Scheduling: Thursday noon (12 h to 13 h)

13.3 Location

      
13.4 Entertainment:


13.5 Formalities: Thanks and Acknowledgements (flowers)


13.6 Invitation to next ICT 

14. Exhibitors

14.1 Planning: Congress Secretariat 


14.2 May need Local Arrangements coordination/coordination


14.3 Number of exhibitors: 75-100?
14.4 Double booth exhibitors get to pick their locations

14.5 All related information regarding has to be available for exhibitors (e.g.,

        whether vacuuming is included; internet access; etc.)

14.6 Find a way to have booths in the middle of the action 

14.6.1 Poster session beside booths

14.6.2 Coffee/health break beside booths

15. Tourism Information


15.1 Inclusion in Congress Materials, mailings announcements


15.2 Website materials, links, updates


15.3 Information available at Congress information desk

16. Coffee/Health break

16.1 Planning: Congress Secretariat and Palais


16.2 Location: With commercial exhibits 


16.3 May require some Local Arrangements liaison, coordination


16.4 Water has to be available at different locations either as bottle or fountain


16.5 Time table: 16.5.1 Morning; Juice, coffee and croissant




    16.5.2 Around 10h; Coffee and cookies




    16.5.3 Afternoon; Juice, cookies, cake

17. Internet café


17.1 Planning: Congress Secretariat

17.1 Need adequate number of stations

17.2 Wi-Fi access available

18. Upcoming Meetings


18.1 Booths, handout materials, materials in Congress bags?


18.2 Usually booth space is complementary

18.3 Other services paid for by requestor


18.3 May need some liaison, coordination

19. Major Sponsor Liaison


19.1 VIP Treatment for major sponsors


19.2 Coordinate with Financial Contributions Committee

20. Accommodations


20.1 Planning: Congress Secretariat


20.2 May need some Local Arrangements liaison

21. Notice Boards


21.1 Electronic or traditional board?

22. Developing Countries


22.1 Responsibility?

22.2 Liaison, coordination IUTOX Fellows and ICT travel award winners

23. Protocols and Diplomacy


23.1 Planning: Congress Secretariat

23.2 Visa Issues/problems


23.3 Refugee Claimants


23.4 Delegates arriving without accommodations or money


23.5 Work with Congress Secretariat

24. Information/help Desk


24.1 Independent or combine with registration desk?

25. Volunteer Coordination


25.1 e.g., volunteer use of graduate students

26. Registration Desk


26.1 Planning: Congress secretariat


26.2 May require some coordination/liaison of LAC


26.3 Open daily from Sunday morning to the end of the congress (8h to 18h)


26.4 Plan to be able to accept cash either as travel check or bills


26.5 Name tag need to have a bar code on it 


26.6 Fonts need to be large enough (easily readable)


26.7 Have nametags that have option of hanging or pinning on 
27. Space Allocation


27.1 Planning: LAC

27.2 Scientific Program


27.3 On-Site Social Program


27.4 Society, Committee, Function Rooms


27.5 Speaker Ready Room 


27.6 Requires coordination with overall program


27.7 Requires coordination with Congress Secretariat and Venue 

28. Audiovisual Services


28.1 Planning: Congress Secretariat and Venue


28.1 May/will requires coordination with overall program. Liaison and trouble-shooting

28.3 Will require coordination with scientific program and social program to ensure

        content received in advance, reviewed, validated virus-free and tested   

29. ICT Competitors’ reception:

29.1 Planning: 

29.2 Scheduling: Tuesday night

30. Poster sessions:


30.1 Planning: LAC

30.2 Location: With exhibitors if possible

30.3 Scheduling: 3 one-day sessions or 6 half-day sessions? Wait for SPC proposal

(Ideally full day; either 400 posters capacity or 200 posters capacity, depending on the length of the poster session) 

30.4 No competition between Lectures (Keynote, Plenary) and posters sessions

30.5 Flat boards with plenty of space in between rows

30.6 Avoid board arrangements in VVVVVVVV configuration

30.7 One special invited poster session (including discussion) per day? 

31. Continuous education sessions


31.1 Planning: SPC in collaboration with Congress Secretariat and LAC

31.2 Scheduling: Sunday


31.3 Location


31.4 Number of rooms needed?

31.5 Participants per session? 


31.6 Lengths of session?


31.7 Coffee break needed?


31.8 Lunch needed?

31.9 Continuous training points CPE

31.10 Costs vs Budget (Continuous education sessions is separate elective fee and is

            intended to be self financing and a important profit activity)
32. Lectures/presentations/ect

32.1 Planning: LAC

32.1 Room for 2000 attendees 

32.1.1 Plenary lecture including Deichman lecture (5) - (when) ?

32.1.2 Debate (1) - when ?

32.1.3 Platform presentation: Number of sessions per day (2) ?

 Participants per session (About 1000)

32.2 Half day symposium 

32.2.1 Number (20)

32.2.2 Number of speakers (4)

32.2.3 Number of participants?

32.3 All presentation will have to be received prior to the meeting (see section 28)

33. Baby sitting


33.1 Planning

34. IUTOX AGM 


34.1 Planning: Congress Secretariat and LAC


34.2 Location
Others:


Recycling


Cleaning      


Indication/orientation


Incorporation of local art, culture and music
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