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	ASIA - PACIFIC FEDERATION FOR CLINICAL BIOCHEMISTRY AND LABORATORY MEDICINE  (APFCB)


Guidelines and Rules of Procedure for the Organisation of the 

Asia-Pacific Federation for Clinical Biochemistry and Laboratory Medicine Congress (APFCB Congress) 
1.
Nature of the Congress 
· The Asia-Pacific Federation for Clinical Biochemistry and Laboratory Medicine (APFCB) holds regular congresses to enable laboratory scientists to update knowledge on recent developments and advances, share expertise and experience, as well as discuss problems in the field of clinical biochemistry and laboratory medicine.
· The APFCB owns the APFCB Congress (henceforth referred to as “the Congress”) and is its co-organizer. The Congress is also a regional congress of the IFCC. 
· The Congress should be organized as an international meeting. It should not be seen to be an extended national meeting.

· The actual running of the Congress is awarded to an ordinary Council member of the APFCB which will work closely in conjunction with the APFCB Executive Board (APFCB EB) and the APFCB Congress and Conferences Committee (APFCB C-CC). APFCB Affiliate members and other societies of laboratory medicine may act as co-organizers with the APFCB ordinary member of the host country/area with the approval of the APFCB. However, the APFCB ordinary member hosting the congress will be responsible to the APFCB. 
· The applicant for hosting a Congress should agree to abide by these Guidelines. Should the organisers of a congress not adhere to these Guidelines, the APFCB EB may cancel the meeting or transfer responsibility for it to another Ordinary Member Society or Societies that will adhere to these Guidelines. Failure to comply with the Guidelines may also result in the Ordinary member being barred from organising future APFCB Congresses for the foreseeable future.
· These Guidelines are established by the APFCB C-CC and approved by the APFCB EB and the APFCB Council, to facilitate the continuity and success of these regularly scheduled Congresses. These Guidelines are intended to ensure that the congress is of the highest possible scientific and organisational quality. 
2.
Selection of Congress Venue
2.1 Frequency
The APFCB Congress will be held in 2-year cycles or as decided by the AFPCB Council. 

2.2  
Invitation to host the APFCB Congress
Ordinary Member societies of APFCB shall be invited by the APFCB EB to host and organise the APFCB Congress.The Ordinary Member Society (or Societies) to host an APFCB Congress are normally selected four years prior to the congress. Approximately four years before the Congress and at least six months prior to the selection of the host Society (or group of Societies), the APFCB Secretary will invite Representatives of each Full Member of the APFCB to express interest in organise the APFCB Congress. This invitation will include a copy of the Guidelines which state the information to be provided by the bidding Society. The EOI tendered by the Society should include a statement that the applicant will agree to conform and abide by the provisions of the Guidelines. 

APFCB ordinary members will be given 3 months to respond. The applicants will send their application with the completed questionnaire, the above mentioned statement and available supporting literature to the APFCB Secretary by email who will then forward them to the Chair, C-CC. The bids will be first reviewed by the APFCB C-CC following which a recommendation will be made to the AFPCB EB for its approval. The final selection of the venue will be made by the Council. (see Appendix 1)

2.3
Co-hosts

An APFCB Ordinary Member may offer to host the APFCB Congress in conjunction with other related organisations in laboratory medicine and as a part of its own national meeting. However the APFCB member which is awarded the Congress will be responsible for its running and be accountable to the APFCB. The financial arrangements with the co-hosts shall be communicated to the APFCB.
2.4
Dates

The proposed dates for the Congress will depend on local considerations. They should also take into account other scheduled, related international meetings and major events within the region such as important festivals.  

2.5
Venue
It is recommended that applicants should propose venues that are easily accessible to participants and exhibitors. The proposed venues should have   good and preferably direct international flight connections from major cities in the region. 

 2.6
Risk assessment
Applicants should provide objective information on risks that the congress may face. These should include financial risks, the weather, safety and security of participants, etc.

2.7
Budget
As the Congress is the most important source of income for the APFCB, applicants shall include a detailed budget, including the assumptions made as part of their submission.

2.8  
Selection process
· Applications received by the C-CC within the specified time frame will be reviewed and appraised by the C-CC, which will then rate them using the congress site rating scale (see Appendix) with respect to details provided, facilities available, preliminary scientific programme, and other aspects specified in the application. The review, the ratings, and the C-CC recommendation will be forwarded to the APFCB EB at least three months prior to the next regularly scheduled APFCB Council  meeting. The APFCB EB will approve the C-CC recommendation(s) for the site of the APFCB Congress from the applications received, or request a re-appraisal based on the same applications and ratings made by the C-CC, but subject to other EB considerations. 
· The recommendation of the C-CC will then be presented to the next APFCB Council meeting which will vote to select the venue. 

· The applicants will be given the opportunity to make short presentations at the APFCB Council meeting before the voting. 
· The Chair or Members of C-CC and APFCB EB, who are members of a bidding National Society, must exclude themselves from rating, commenting or voting on any of the bids. 
2.10
Gifts and incentives

APFCB members or their associated individuals bidding to host the APFCB Congress shall not offer any gifts or incentives to members of the APFCB EB and Council or to members of the APFCB C-CC.  

2.11
Agreement

The President and Council Member of the Ordinary member society that has been awarded the APFCB congress will be required to sign an agreement with the APFCB to abide by the Guidelines. Signatories for the APFCB will be the President and Chair of the APFCB C-CC. 
3.
Congress Organising Committee (COC)

3.1
Membership
· The organising society will appoint a Congress Organising Committee (COC) to be in charge of arrangements for the APFCB Congress. 
· The Chair of the APFCB C-CC and the APFCB President shall be part of the COC. It is recommended that a representative from Corporate Members be invited to serve as a Member of the COC. 
· Minutes from the C-CC and from the COC have to be shared via their joint members.
3.2 General responsibilities of the COC 

· The COC will plan the scientific, professional, and social programme of the APFCB Congress, organise the Congress, contract with all parties to deliver the scientific presentations and social events, provide the venue for these events, and promote the Congress through regular media. 

· Towards this end the COC shall appoint a committee for the scientific programme (Scientific Organising Committee) and other committees for sponsorship (trade and exhibition), social and other aspects of the congress as deemed necessary at least 3 years before the congress. These committees will report regularly to the COC.

· The COC will enjoy the full collaboration and co-operation of the APFCB EB and C-CC and its process of on-going review and support. 

3.3
Meetings of the COC 
· One meeting (in person or virtual) of the full complement of the COC should be held 24 months before the congress. 
· A physical in-person meeting of the full complement of the COC should be held at least 12 months before the congress. The host society shall bear the costs of travel, accommodation, and subsistence of the APFCB President and APFCB C-CC Chair for this meeting.
3.3 Professional Conference Organizer (PCO)

· The COC may appoint a PCO for the congress. The COC should select the PCO at least 3 years before the scheduled APFCB Congress. 
· The APFCB EB and C-CC will be privy to the draft agreement between COC and the selected PCO before the final agreement is signed. The agreement shall only be signed after approval has been received from the APFCB EB.

3.4 Appointment of external auditors

The COC shall appoint a certified external auditor to audit the accounts of the APFCB Congress. The auditors’ fee shall be stated in the budget.
3.5 Fees and accommodation
· The Organising Committee will endeavour to arrange the most reasonably priced registration fees and accommodation for the participants and discuss this matter with the C-CC. Consideration should be made for special registration fees for young scientists to attract their participation. 
· Preferably, accommodation should be close to the Congress venue. If the Congress site is some distance away from where most participants are accommodated, convenient means of travel must be available to enable participants to get to the Congress venue with minimum delay; avoid using hotels which are frequently affected by heavy traffic jams and are likely to prevent participants from getting to the Congress venue on time.

4.
The Scientific Programme
The congress should aim to offer a scientific programme that is of the highest standard.
4.1
Scientific Programme Committee (SPC)

· The SPC will be responsible for developing all aspects of the scientific programme of the Congress.
· The COC shall appoint an eminent scientist from the host country to chair the SPC. The SPC shall include the Chair of the APFCB C-Sci who will be a co-Chair of the SPC. 
· Experienced scientists from the host country shall be invited to serve on the SPC.
· The SPC shall invite the Chair of the IFCC Scientific Committee or his/ her representative to be a member.

· The SPC and COC shall work closely with the APFCB to develop the scientific programme. They shall seek suggestions and recommendations for topics and speakers from APFCB Council Members.
4.2
The Scientific Programme Content

· The main thrust of the scientific programme of the APFCB Congress should be all aspects of clinical biochemistry and laboratory medicine. It shall cover cutting-edge developments. 

· Since the APFCB’s remit covers laboratory medicine, it may contain sessions on microbiology, haematology and other areas of laboratory medicine of concern and interest. 

· The SPC shall select an eminent person to deliver the keynote address which will usually be a part of the opening ceremony. 

· Each day of the congress will have a plenary session which will not overlap  with any other sessions of the congress.
· Besides the keynote and plenary sessions, the scientific programme shall consist of symposia, workshops, interactive sessions (e.g. case studies and meet-the-experts). 
· The scientific poster sessions shall be held in a place that is easily accessible to the participants and preferably close to or contained within the trade exhibition.
4.3
Speakers

At least half of the invited speakers should come from the Asia-Pacific region. 
4.4
Society-sponsored, satellite symposia, courses
· The SPC may invite APFCB members and affiliates and other societies or federations of laboratory medicine to host and sponsor scientific symposia.  
· The SPC is under no obligation to accept proposals for society-sponsored symposia or sessions should they be considered inappropriate or of insufficient scientific merit for the congress.
· The SPC shall invite interested parties (corporate sponsors, societies in laboratory medicine, etc.) to hold on-site or off-site satellite courses, workshops and symposia before or after the main Congress. The appropriate financial arrangements, if any, shall be stated before invitations are issued. 
5.
Social and Promotional Activities
5.1
The COC will appoint appropriate persons to oversee the social and promotional aspects  of the congress.
5.2
Web-site, promotional activities
· The COC should ensure that a congress website is launched at least 3 years before the congress. Besides containing information about the congress, the website shall allow payment by credit card, registration of participants and the submission of abstracts of speakers.
· Every effort should be made to promote the Congress within and outside the region from the time the host is awarded the Congress. 

5.3
Social events

It is recommended that there be at least two social events where the participants could interact. These shall be at the opening and the congress dinner. It is recommended that there be no separate charges for the congress dinner for registered participants.

5.4
Accompanying persons, tours

A social programme for accompanying persons should be made available if there is sufficient interest. In addition, the COC should arrange for pre- and post- congress tours in conjunction with local travel companies.

5.5
Opening Ceremony

The opening ceremony shall not last longer than 2 hours. It shall include the presentation of the APFCB Distinguished Service Award or any other awards to recipients. 

6.
Exhibition and Sponsorships 

The trade exhibition and sponsorships are the main source of income for the  congress. In the selection of a Congress venue, the COC must bear in mind the needs of both the corporate sponsors as well as the Congress participants. Every attempt should be made to obtain commitments from potential corporate sponsors as early as possible. 
6.1  
Advance Information 

· At least a three-year notice should be given of the venue of the Congress and an invitation extended to commercial companies to participate in the trade exhibition. 

· Prospective Corporate sponsors and exhibitors should be provided with a prospectus which clearly outlines the  the opportunities for sponsorship. Besides participation in the trade exhibition, it shall include sponsorship of workshops, events, the conference kit, symposia in the scientific sessions, speakers, etc. A detailed layout of the exhibition area and details of exhibition services (e.g., telecommunications, storage, internal transport, water and power supplies, and security, i.e., fire and safety precautions and insurance arrangements) shall be included.
· Every opportunity shall be used to give Corporate sponsors as much exposure as possible.

· Corporate Members of the APFCB shall be given preferential consideration for exhibit space. 

· Wifi access and audiovisual equipment shall be made available to corporate sponsors of the Congress.

· In order to attract manufacturers and suppliers of equipment and reagents to participate in the Congress, appropriate arrangements with the authorities should be made to help them with the entry and exit of equipment to be utilised solely for exhibition purposes at the Congress.

6.2  
Financial Arrangements 

· Details of the charges and other financial arrangements shall be given together with the initial invitation. 

· Corporate members of the APFCB who have been members in good financial standing for at least 2 years shall be given a discount of 10% on the sponsorship fees.  

6.3
Meeting with Prospective Exhibitors

It is recommended that the COC shall arrange for a meeting of prospective exhibitors in a central location in the region about two years before the congress. Reservations for exhibit space should be accepted on the basis of the date of application and payment of requested deposits. 

6.4 Programme 

The programme, format of the Congress, and projected attendance should be sent to exhibitors as soon as it is available. 

6.5 Exhibition 

Sufficiently large space should be available to accommodate a trade exhibition aimed at showing the latest range of equipment and reagents for the clinical laboratories. The exhibition site shall preferably be very close to the lecture halls for scientific sessions, so that Congress participants can get to view the exhibits readily.

The availability of the exhibition area for erection and dismantling of stands will be conveyed to the exhibitors at least three months before the meeting. At this time, detailed information on services for exhibitors (see 8. 1) should also be provided. 

6.6  
Equipment for Exhibition
Arrangements should be made for the unconditional duty-free entry and removal of equipment to be utilised solely for exhibition purposes at the Congress. 

6.7  
Exhibition Site.

Commercial exhibits should be set up in an area convenient to the lecture halls and with due consideration to exhibitors (see also Section 8) to allow ready passage of registrants through the exhibit area. It is a great advantage to house the exhibition in a contiguous space located at the same facility as the scientific sessions.  

6.8 Insurance 

Arrangements must be made for insurance coverage of delegates for public liability and loss by fire and theft. Exhibitors normally need to take out their own insurance and will be informed of the coverage required.. 

6.9
Time allocation

Time should be generously allocated and evenly spaced throughout the meeting for the participants to visit the exhibition. As a general guidance, allow about 30 minutes for morning and afternoon coffee and about one and a half hours for lunch. Posters accepted by the congress should be located in the exhibition area. 

6.10 
Corporate events 

Workshops, demonstrations, product launches and other special arrangements by exhibitors during the Congress are encouraged and should be accommodated and arranged for by the COC at the expense of the requesting exhibitor. 

6.11
Ethics and Compliance

The COC shall strongly encourage corporate sponsors to comply with APACMed code of ethical conduct or other equivalent code.
7.
Finance
The COC shall ensure that all financial transactions are transparent and accountable, with an audit trail. It shall not attempt to conceal financial arrangements from the APFCB EB. 
7.1
Budget

· The COC will prepare the first budget and submit to the APFCB C-CC  no later than 3 years before the congress (i.e. a year following selection). It shall contain the expected financial arrangements for the Congress.
· The budget shall contain the expected sources of income and major expenses so as to allow for payment of all Congress obligations and return a reasonable surplus.

· Budget updates shall be submitted to the APFCB EB at the following times before the congress: 2 years, 1 year, 3-6 months. The final budget shall be presented at the Council Meeting that is held just before the congress. 
· Each budget update shall outline a best estimate of the income and expenditure of the congress. 
7.2
Final Accounts

· As part of the final report on the Congress, an audited statement of the income and expenditure of the Congress shall be provided by the COC to the APFCB EB no later than 6 months after the Congress. This statement shall be accompanied with the report of the certified external auditors.
· The statement together with the report of the certified external auditors shall be circulated to the APFCB Council by the APFCB Secretary. 

7.3
Division of Surplus

· After payment of all Congress obligations the COC will divide the excess income over expenditure so that 25% is remitted to the APFCB no later than 6 months after the Congress. 

· The APFCB Congress is a regional congress of the IFCC. In accordance with the APFCB-IFCC agreement, a sum of 10% of the surplus shall also be remitted to the IFCC.
8.
Obligations to APFCB and IFCC During the Congress  

8.1
Meeting Facilities for APFCB and IFCC
· The Council Meeting, election of new office bearers and other main business meetings of the APFCB are deliberately scheduled during the Congress.
· The COC shall provide meeting facilities without cost to the APFCB for all its meetings. The meeting of the APFCB Council shall normally be held in the morning of the opening day of the congress. This shall include the provision of appropriate catering and lunch for the Council meeting.

· In addition, the COC shall provide meeting facilities for the EB and other committee meetings, including meetings with Corporate members and associated joint meetings it may hold with other organisations, if requested.

· The COC shall provide upon request and without cost to the IFCC, facilities with catering for the meetings of its Executive Board, its Division and Committees. 

8.2
Registration fees, Expenses

· The COC shall exempt APFCB Executive Board members and Chairs of its Standing Committees from all Congress registration fees for scientific and social activities and sponsor their travel and hotel accommodation for the duration of the congress. Members of the EB and Chairs may serve as speakers and chairs for various scientific sessions if invited by the COC.

· The COC shall waive registration fees for all APFCB Council members. Depending on their contributions to the Congress and/or work for the APFCB, the Council members may be given appropriate assistance for their accommodation, with/ without sponsorship for travel, subject to a recommendation from the EB.

8.3
APFCB and IFCC Symposia 
· The APFCB will be allowed the opportunity to hold up to 3 symposia and/or workshops within the congress. 

· The IFCC will be allowed to opportunity to hold up to three symposia within the scientific programme. Details about topics and lecturers are prepared by COC in collaboration with the IFCC C-CC.
8.4
Exhibition Space 
· Ample space in a highly visible area shall be allotted in the exhibition area to the APFCB and IFCC booths upon request at no expense for promotional activities, for meeting IFCC members, and to carry out its scientific and professional activities. The booth furnishings are provided to the IFCC at no cost (tables, chairs, carpet, walls to display posters, etc.) Specific requirements for the IFCC booth should be discussed with the IFCC office at least six months prior to the APFCB Congress.
· The COC may also, at its discretion, offer booths to other organisations in laboratory medicine upon request.

9.
Reporting 

· The COC shall make a periodic summary report of progress at least one a year after it obtains the award to host the congress. From three years before the congress , the COC shall report to the APFCB C-CC at least every 6 months. The APFCB C-CC  will also forward these reports to the EB.
· The progress reports should include updated budget, scientific, and social programmes as well as plans for the promotion of the congress. 

· A final report should include records of scientific and social programmes, participants and exhibitors. This report should be submitted to the APFCB C-CC no later than six months after the conclusion of the Congress.

· All reports should be circularized to the APFCB Council by the APFCB Secretary

· All the above reports will be made available to the IFCC through the APFCB, as required.
· See Section 7.2 for financial report requirements post congress.
10.
Free Circulation of Scientists 

9.1
Principles 

The APFCB subscribes to the principles of the International Council of Scientific Unions (ICSU) concerning the free circulation of scientists as published in "Advice to Organisers of International Scientific Meetings" 1983/84 (available from the ICSU Secretariat 51 Bd de Montmorency, F-75016 Paris, France). 

9.2
Visas

The organisers of the APFCB Congress  shall ensure through consultation with their appropriate government agencies that no obstacles will be raised to the granting of visas to any bona fide scientist who wishes to participate. 

9.3
Political Activities
The organisers of a meeting shall ensure that no scientific meeting is disturbed by political statements or by any activities of a political nature. 

Appendix A
Application to Organise APCCB

Applicants for hosting of an APCCB should provide to all Council Members the following information in their application:

(1)
Proposed date and location

(2)
General Information

· Climatic conditions at the proposed time of Congress

· Expected national attendance (Number)

· Expected regional attendance (Number)

· Expected total attendance (Number)

· Other related national or regional meetings in the same country or region in the same year

· Supporting information for hosting the Congress

· Co-hosts, if any; financial arrangements with co-hosts

· Risk assessment

(3)
Description of Congress Facilities

· Distance from major accommodation centres (km)
· Distance from city centre (km)

· Distance from nearest airport (km)

· Number and seating capacity of lecture halls and whether the main lecture halls for plenary/symposium sessions may be subdivided within a short time

· Facilities for working group meetings and workshops

· Surface area and facilities for poster session

· Surface area for trade exhibition and indication of its proximity to the area for scientific sessions. If the exhibition area is some distance away or in a separate building, indicate the distance.  

· Catering facilities on site including fast food availability and restaurant seating capacity where applicable
· Air conditioning availability in lecture halls/exhibition area

· A layout of the proposed congress facilities should be provided if available.

(4)
Accommodation

Supply a list of suggested accommodation options including: Names of hotel, category, number of rooms, distance from venue, and room rates.

(5)
Travel

Convenience and approximate cost of travel to the congress city from major cities within the region should be indicated.

(6)
Communication
Availability of facilities for efficient/speedy correspondence and rapid transmission of information contributes to the success of a congress. Indicate options for personal computer(s) and for correspondence (e-mail) and congress management.
(7)
Attractions

Include any features of the Congress venue such as special characteristics of the city, culture, etc. which may attract participants and contribute to the success of  the Congress.
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Appendix B 

EVALUATION OF APPLICATIONS 

The following weighting scale will be applied in evaluating applications: 

	No.
	Item
	Maxium points
	zero score

	A
	Participation
	
	

	1.
	Involvement of Ordinary member or other national organisations in laboratory medicine
	5
	No involvement of other organisations

	2.
	Potential for participation in a country or area "new' to APFCB Congress
	6
	Replicate site within the last 3 congresses


	3.
	Potential for Satellite meetings
	3
	None planned 


	4.
	Host society involvement in APFCB

	5
	No involvement

	B
	FACILITIES
	
	

	5
	Facility will accommodate anticipated audience 

	5
Able to accommodate all 
	Unable to accommodate expected audience

	6.
	Suitability of facility for lectures and posters 
	5 
Sufficient lecture theatres and seating capacity to accommodate plenaries, symposia and other session
	inadequate 

	7
	Suitability of facility for APFCB activities 

	5
	unsuitable

	8
	Suitability of facility for commercial exhibition
	5

Sufficient contiguous floor-space
	Insufficient floor space

	9
	Access to venue city by international airlines 
	3

Excellent international airline  connections with direct flight to the city of the congress
	0

Connecting flights needed to reach destination after landing in country 

	
	
	
	

	C
	Accommodation: 
	
	

	10
	Hotel facilities and cost 

	5
	

	11
	Most Hotels convenientiently located within close radius of the congress or served by good public transport
	5
	

	
	Convenient transportation available from hotel to conference venue

	5
	

	
	
	
	

	D
	 Finance
	
	

	11
	Projected surplus to the APFCB (in Singapore $
	20
1 point per $5,000 Singapore$ return to APFCB
	

	12
	Registration fees for international participants (S$)
	5
If < 900 S$
	0
If > 1400 S$

	
	
	
	

	13.
	Risk assessment
	5 

no perceived risk to participants
	0

perceived unsafe for participants

	
	
	5 

will be able to deliver congress
	0

Unlikely to be able to deliver congress and make surplus


6

