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INTERNATIONAL UNION OF TOXICOLOGY




Congress of toxicology in Developing Countries (CTDC)

STANDARD OPERATING PROCEDURES 
Organization of an IUTOX-sponsored “Congress of Toxicology in Developing Countries” is organized in accordance with the stipulations of Section F in the IUTOX Constitution. This procedural guideline, CTDC Standard Operating Procedures, has been prepared in accordance with principles delineated in the IUTOX Constitution.

1. Congresses of Toxicology in Developing Countries (CTDCs) 

Held every three years, Congresses on Toxicology in Developing Countries (CTDC) are sponsored by IUTOX, and hosted by an IUTOX Member Society. These meetings provide a forum for discussing toxicological problems facing developing countries and exchanging views with toxicologists from all over the world, especially from developing countries and regions. The Congress of Toxicology in Developing Countries (CTDC) is an important scientific activity of IUTOX and key to fulfilling its mission. Selection of the host society is one of the most important decisions made by the IUTOX Member Societies, and is determined by secret ballot at the General Assembly convened six years in advance of the date of the proposed CTDC. 
1. 1. Submission of Bids 

CTDC meetings may only be hosted by an IUTOX Member Society in good standing.* At least 18 months prior to the next scheduled General Assembly, the Secretary-General places a “call for bids” to all Member Societies providing three months for submission of letters of intent to host the CTDC, six years hence. Within three months of receiving letters of intent from potential bidders, the IUTOX EC selects up to two candidate societies to move to the next stage of evaluating proposed venues. At the cost of local organizers, and prior to development of a full proposal, a member of the EC will conduct a site visit to review the proposed city and Congress venue. Following the site review, and upon final EC approval of the original or amended letter of intent, final bids will be accepted by the Secretary-General no later than 5 months in advance of the General Assembly. Final bids will be submitted by the President to the General Assembly for discussion and a vote. Each bidder will have an equal opportunity to present their bid to the General Assembly. 
1.2. Preparation of Bids

The bids must contain detailed information about the Congress venue and its facilities; including availability of international travel routes to and from major airport hubs; proposed Congress dates that avoid conflicts with other international, national, and regional toxicology meetings; names of key individuals serving on the organizing committee; a draft budget; letters of support from local sponsoring organizations; and an organizational plan for the Congress.
Selection of the proposed Congress venue, such as the Congress city and convention center, should be done with care. It is important to consider the geographic location of the venue, and to take into account critical factors such as travel time and cost, variety of hotel accommodations within easy reach from the Congress center, and the attractiveness of the venue to potential registrants, speakers and exhibitors.
The budget of the Congress is a key element of the proposal, and must demonstrate either a break even scenario or a modest profit since IUTOX does not share in any financial losses associated with Congress. The budget shall be prepared to clearly show expense and revenue scenarios for 250, 500, and 750 participants. Budget details must show expenses including but not limited to: Invited speaker reimbursement scheme; number of, and cost of, social programs; provision for coffee breaks and lunches (where appropriate); facility rental; and Professional Congress Organizer (PCO) fees. Revenue details must show income including but not limited to: Registration fees; Continuing Education course proceeds; Sponsorships; Exhibitor fees; host country government contributions, and other fundraising.
1.3. Voting on CTDC Bids 

Voting by secret ballot begins 90 days in advance of the General Assembly when the IUTOX Secretariat releases official ballots and voting instructions. Validated councilors acting on behalf of Member Societies in good standing may vote either by returning their ballot to the IUTOX Secretariat or by casting a secret ballot at the General Assembly. The voting power of each society depends upon the number of individual members in the society, and votes are cast in a block. Member Society Councilors who cast their votes in advance of the General Assembly may change their vote up until the conclusion of voting at the General Assembly. 
At the General Assembly, a simple majority of votes cast by Councilors present or by written proxy will carry. Executive Committee members are not allowed voting privileges at the General Assembly except for the President of the Union who will be required to cast a deciding vote in the case of a tie.
1.4. Organization of the Congress 

1.4.1. Organizing Committee

The Member Society hosting the CTDC Congress must form a local organizing committee (LOC) within one year of their selection at the General Assembly. The names of the LOC Chair and committee members must be presented to the IUTOX Executive Committee, who from that point on, 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. The IUTOX Secretary-General serves as the liaison between the Local Organizing Committee (LOC) and the IUTOX EC.
The organizing committee is also responsible for forming sub-committees to focus on important Congress components such as finance and fundraising, the Scientific Program, and public relations and marketing.    

The IUTOX President may invite the chair of the organizing committee to participate in IUTOX EC meetings to keep directly informed about progress and developments regarding the CTDC meeting.

1.4.2. The Scientific Program Committees
A Scientific Program Committee is established by the Organizing Committee, 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 an advisory 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 Program Committee of the preceding CTDC, the Chair of the IUTOX Developing Countries Committee, and the IUTOX President-elect (who will serve as SPC co-chair) are also members of the International Scientific Program Committee. Selection criteria for members of both committees should include merit as a primary consideration. Geographic distribution of Member Societies should be considered, with preference to toxicologists from developing countries. Representatives from WHO and other relevant professional societies may also be appointed to the Scientific Program committee. Selection of members of the International Scientific committee should be done jointly by the chair and co-chair, and approved by the IUTOX EC.
A local scientific committee may be established with the aim of reviewing and selecting the abstracts for poster and workshop presentations, and for undergraduate, graduate, and postdoc awards selection.  

1.4.3. International Advisory Board 

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 Secretary-General of IUTOX will chair this committee, which is responsible for the world-wide promotion of the Congress. Members will include the chair of the previous CTDC meeting; the chair of the IUTOX Developing Countries Committee; a representative from each of the five largest member societies; a representative from each of the member societies in Asia, Africa, and Latin America; and representatives from relevant international organizations such as WHO. 
1.4.4. Contract

Two 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 identifies the responsibilities of the Organizing Committee and IUTOX; the general structure of the Congress; financial agreements; and guidelines for fellowship programs and publications. Following approval by the IUTOX Executive Committee, the contract is signed on behalf of IUTOX, by the IUTOX President. On behalf of the Organizing Committee the contract shall be signed by the President of the host society. In cases where a regional or national entity is sharing in the planning duties and the financial proceeds, their President or designated representative will sign the agreement as a third party. 
1.4.5. Fundraising and Travel Awards
IUTOX and the Organizing Committee will work together to raise money to provide financial support toward travel and accommodations to select individuals to attend CTDC meetings. Two types of fellowships will be awarded: One for junior toxicologists aimed at individuals in an early stage in their careers,  and a second for senior toxicologists with at least ten years of experience post Ph.D., and or significant contributions to the organizational activities in their own national society. 
The IUTOX Education Committee will set fellowship criteria, review applications, and select the fellows. The IUTOX Secretariat will promote the program, accept applications and notify the accepted Fellows. 
The CTDC organizers will support the fellows by waiving meeting registration fees for up to 25 fellowship recipients. IUTOX will wire the fellowship award funds to the Organizing Committee in advance of the Congress, who will make arrangement to provide the cash awards to the fellows on site at the CTDC meeting either in the local currency or another preferred currency such as US dollars. Uncollected cash awards will be returned to IUTOX  either as part of the Congress proceeds or in a separate transaction.
1.4.6. Marketing

Promotional activities, such as producing materials to display at IUTOX and host country exhibit booths, development of the Congress website and other print or online advertisements, should be initiated at the preceding CTDC meeting, and continue at international toxicology meetings during the years leading up to the Congress.
1.4.7. WHO Tobacco Free Initiative

All organizers of IUTOX Congresses and other sponsored meetings agree to comply with the WHO Tobacco Free Initiative that aims to reduce the global burden of disease and death caused by tobacco by not accepting in-kind gifts, cash or contributions of any kind from the tobacco industry.

As a Non-Governmental Organization (NGO), IUTOX fully supports the WHO Tobacco Free Initiative, and requires all IUTOX Congresses, meetings and sponsored activities to comply with the WHO TFI call to action that includes the following guidance:  
· Denounce all types of interference from the tobacco industry

· Help to educate the public about manipulation through the tobacco industry’s marketing strategies and its attempts to interfere with the implementation of a comprehensive ban on all forms of tobacco advertising, promotion and sponsorship.

1.4.8. Timeline of the Organization
A sample timeline for organizing a CTDC is provided separately from this SOP. 
1.4.9. Congress Final Report
The Congress final report, accompanying financial statement, and IUTOX share of Congress profits will be submitted to IUTOX within 6 months following the convening of the Congress. The financial statement may be subject to an external audit.
















*  A Member Society in good standing is defined as a society that has paid its membership fees in full.





PAGE  
Revised September 2013


