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Asian Pacific Digestive Week

Bidding Instructions for APDW Congress
	The Asian Pacific Digestive Week Federation Board of Directors (hereinafter referred to as the “Board of Directors” is a committee comprising 3 representatives from each of the 4 Asian Pacific organizations (collectively known also as regional bodies and individually as national societies/associations): 
(a) the Asian Pacific Association of Gastroenterology (APAGE), 
(b) Asian Pacific Association for the Study of the Liver (APASL), 
(c) Asian Pacific Society of Digestive Endoscopy (APSDE) and 
(d) International Society for Digestive Surgery-Asian Pacific Section (ISDS), 
Together with APDW Presidents and Secretary-General and, any other members as the Board of Directors may from time to time appoint.   

The principal objective of the Board of Directors is to organize annual medical forums (“APDWs”) with educational and research focus in gastroenterology, digestive endoscopy, digestive surgery and liver. 
The meeting shall be an annual event and may include any other appropriate regional organizations as the Board of Directors deems suitable.
The Board of Directors shall invite national societies and also at least 4 years in advance to host the APDW annual meetings 

This document prepared by the Board of Directors is a guide for national societies and associations bidding for the APDW Congresses. 

	

	I.  
BIDDING FOR CONGRESSES


	1. 
	Timing of APDW

APDW will be held in September / October annually, at least six months from APASL and six weeks from UEGW.


	2.
	Invitations to bid APDWs

An open invitation to bid will be extended to the Presidents/Secretaries of national societies/ associations of the regional bodies to host the APDW Annual Meeting 4 years prior to the actual year of the proposed meeting. The invitation to bid will be sent to the email addresses of the national societies/associations in April.



	3.
	Application to host an APDW Annual Meeting 

All applications to host an APDW Annual Meeting should be addressed to the Secretary-General of the APDWF Board of Directors and must arrive at the APDW International PCO Office by the stipulated date.  

Applications should contain the information requested in the ‘Bid to Host an APDW Meeting’ Document. The document is attached as Annex A.


	4.
	Eligibility
(a) The APDWF Board of Directors will only consider bids received from nominated representatives of national societies/ associations. 

(b) Bids from individuals will not be accepted.


	5.
	Conference Facilities 

The requirements for conference facilities for APDWs are listed below.  

Please note that Bidders for APDW2013 must make provision for 3 times the space requirements.

5.1 
Plenary Hall - Plenary Lectures and Opening Ceremony

Ideally in an auditorium with tiered-seat setting accommodating a minimum of 1,000 participants with capability to increase to 2,000 participants.  
5.2 
Pre-Meeting Workshops and Postgraduate Courses (Pre-Meeting Days 1 – 2) 


2 to 4 meeting rooms hosting between 300 and 500 participants in theatre style 

5.3 
Parallel Hall (Meetings days 1 – 3) 


4 to 6 meeting rooms with seating capacity of 100 to 400 participants in theatre style. 

5.4 
Exhibition / Registration / Coffee and lunch breaks 


A Gross area of 2,000 sq m next to the meeting rooms with coffee and lunch breaks served in this area.  
5.5 
Lunch-time industry satellite symposia

Seating capacity of 500 to 700 participants in each room
5.6 
Poster sessions

Space should be available to display up to 400-500 posters during the 3 days of the Congress, preferably near the exhibition area.  

5.7 
Secretariat Office
5.8 
Speakers’ Prep Room
5.9 
Internet Room 


A delegate Internet room (sponsored by industry if required) should be made available at the Congress.
5.10 Business Meeting Room 


Seating capacity for 30 persons in U-shape arrangement with LCD projector, screen and laptop facilities provided throughout the duration.

5.11
APDW Office

The LOC will allocate a room (approximately 9m x 9m) at the conference centre as the APDW office with provision for storage, seating and working area furnished with desk, counter, table and chairs. 


The room will be partitioned into two sections by a screen: the reception area and an office area.  The room should be lockable with basic office set-up, i.e. a secure cupboard, PC with printer, a number of power points, one telephone and internet connections (preferably wireless). Exact requirements will be provided by the International PCO at least 6 months prior to the meeting. 



	6.
	Host City Requirements 

6.1
Accessibility


The proposed venue should be held in a location with easy international access i.e. airport/rail links and the various methods of travel to the congress should be outlined in the bid.
6.2 
Accommodation 


The Congress expects an estimated attendance of 2000 – 3000 delegates at these Annual Meetings.  
         For APDW 2013, the attendance is expected to be 6000 - 9000. 


Therefore, proposed congress venue should preferably have sufficient hotel accommodation within the walking distance.  Such details to be presented with the bidding documents.



	7.
	Budget
Invitations to host the meeting must be accompanied by a preliminary budget plan based on 1,500 and 3,000 participants which includes a proposed predicted registration fee and information on possible tax efficiency measures.  Provisional budgets must be discussed with and agreed by the Board of Directors.  


	8.
	Communications
All communications between the LOC and the Board of Directors will be channeled through the International PCO, who will direct all correspondences to the respective sub-committees or members of the Board of Directors.



	9.
	Bidding Presentation
Applications received will be circulated to the APDWF Board of Directors and the International PCO for clarification of details.  
Applicants will be invited to present their bid orally to the Board of Directors at an APDW Congress.  The presentation is usually scheduled on the last day of the meeting.  Each applicant is given 7 minutes for the presentation and 10 minutes for Question & Answer.  An LCD projector will be provided for this purpose.  Applicants must bring their own laptop for presentation with 12 copies of the Bid Document. 

The criteria for selection are listed in the Bid Document.



	10.
11.

12. 

	Announcement of the successful application 

The Board of Directors will deliberate the applications after the presentation.  The successful bid will be announced at the close of the Meeting.  All applicants will be notified of the successful bid and results will be posted on the website at www.apage.org.
Following the announcement of the successful bid, the Board of Directors will contact the successful bidder to arrange for site visit.  The successful bidder is a only provisional host until the agreement is signed with the APAGE, the legal entity & The APDW SC
Site Visits
Depending on the needs and circumstances of the host-to-be country, a site visit may be conducted and in which case, its acceptance remain provisional until the visiting team is satisfied with the venue and the administrative arrangements for the meeting.  Site visits will be made within three months after the provisional acceptance of the invitation by the Board of Directors and should be organized by the provisional LOC.

The site visit team will consist of 2 or more members of the Board of Directors (normally the current Chairman, Secretary-General and Treasurer), one staff from the International PCO of the Board of Directors and one representative of the Biomedical Industry (nominated by the APDW-BMI Liaison Committee - see V.1, page 11). 

Key members of the provisional LOC are expected to accompany the inspection team.  The BMI representative will not normally participate in discussions between the LOC and the Board of Directors representative about professional matters, such as the scientific program. 

The BMI group will be responsible for the business class travel and hotel expenses of its own representative.  The provisional host societies will bear the costs of the air travel, taxes, visa application (if any), accommodation, meals and transport incurred by the APDWF Board of Directors and its International PCO.   Additional visits, if any, will be borne by the Congress.

Agreement

12.1 The APDW Standard Operation Manual for APDW Congress will be given by the International PCO, followed by the signing of an Agreement between the Board of Directors and the LOC.

12.2 The successful host society (s) will be required to sign an agreement with APAGE, the legal entity of the APDWF Board of Directors. The Agreement includes the approved budget and the framework of scientific program.

12.3 In the event, the successful bidder withdraws from or does not meet the requirement of hosting of APDW Congress, the next highest ranking state or country would “ipso facto” elevated to host the said event. A site visit will be conducted to confirm the latter’s eligibility.    



Glossary of terms and abbreviations used in this document:

	APAGE
	Asian Pacific Association of Gastroenterology



	APASL
	Asian Pacific Association for the Study of Liver



	APDW 
	Asian Pacific Digestive Week



	Bidding Guidelines
	APDW Bidding Guidelines



	APDW - BMI Liaison Committee
	Joint meeting of the APDWF Board of Directors and BMI Representatives



	APDW - BMI Code of Practice
	A document drawn up by the APDW-BMI Liaison Committee 

as a guide to BMI involvement in an APDW



	APDW Guidelines 
	Guidelines for the Conduct of an APDW



	APSDE
	Asian Pacific Society of Digestive Endoscopy



	BMI
	Biomedical Industry



	BMI GROUP
	BMI companies which participate in the APDW on a regular basis



	BMI BOARD
	BMI representatives who participate in joint meetings with APDWF Board of Directors


	DDW
	Digestive Disease Week



	ISDS
	International Society for Digestive Surgery-Asian Pacific Section 


	LOC
	Local Organizing Committee of the Host Society



	LOC Chair
	Local Organizing Committee Chairperson



	International PCO
	International Professional Conference Organizer


	SPC
	Scientific Planning Committee 



	Board of Directors
	APDWF Board of Directors


	UEGF
	United European Gastroenterology Federation



	UEGW
	United European Gastroenterology Week

 

	Note: APDW (non-specified) refers to the central APDW.










PAGE  
6

