
GUIDELINES
Annual ESPU Congress
SUMMARY
· Year 5-3 (in advance) 
Submission applications – ESPU Board 
Information required 
– Year of Congress
· Country
· City
· Venue
· Congress Chairman
· Preliminary budget (Board supplies budget from previous 1-2 years meetings)
· Successful application – to form organising committee
Committee:
· Local organiser plus colleague, plus local DMS
· Support Group:
· Official ESPU meeting organiser – Mrs Nur Olcer (2010-2012)
· ESPU – secretary and treasurer
· ESPU – President
· On site visit –  local meeting organiser/secretary/treasurer/ESPU meeting organiser ( this visit may be necessary under Section 1 to allow Board to make decision)
· Year 2 (in advance) presentation to Board – city/venue/preliminary budget – 1-3 options.  
· Board to accept one option
· Board to supply brochure – major sponsors
· Local organiser to provide local sponsors
· ESPU Treasurer/ESPU Secretary/Local organiser to detail sponsors each year
· Board to set registration fee (add VAT)
· Estimation sponsor support: sponsor activity – sessions: sponsor financial contribution
· Board to provide financial support to organiser (variable amount)
· Year 1.5 (December Board meeting) (in advance) 
· Board supplies local organiser information concerning Congress report – budget – previous year
· ESPU treasurer/ESPU meeting organiser to discuss sponsor information brochure –approval prices
· Board to confirm timetable: social programme schedule: required rooms
· Organiser to provide Board with final Congress programme!
· Congress 
· Rooms
· Sponsors
· Scientific programme
· Social programme
· Budget
· Website and printing materials
· Abstract book/JPU book
· Reports post Congress
· Evaluation from local Congress chairperson 
· Response from 3 major sponsors
· Comments for future improvements – ESPU meeting organiser – Mrs Nur Olcer
GUIDELINES
ANNUAL ESPU CONGRESS
DETAILS
 7. Congress
Rooms required
· 700 delegates (6-8 floor microphones/stage capacity – 12 people)
· 100 nurses (potential 150)
· Videos (4-6 viewing stations – separate room)
· Posters (50-100 on display).  
· Overflow room with video connection to main room (250 max):  also available for satellite symposia
· Hands on training room (depending on sponsorship)
· Hospitality suite (depending on sponsorship)
· Exhibition space (200 sq. metres)
· Sponsors room – coffee and lunch
· Site for gala dinner – 400
· Small rooms – board meeting, education committee, directors training programmes
· 3-4 side meeting rooms
Exhibitors/sponsors
· Tuesday 1200-1700 hrs – sponsors to build stands – light supper/snacks for exhibitors/sponsors
· Wednesday 1200 hours to Saturday 1400 hours – space to be available for exhibitors/sponsors: exhibition dismantling time until 1800 hours Saturday
· Hospitality suite – exhibitors (noted in section – rooms required)
· Board members to meet exhibitors/sponsors – drinks and snacks - ? time
Scientific programme
· Named local organiser to be Master of Ceremonies and control meeting each day
· Named local organiser to make local announcements
· 11.45-12.15 – keynote lecturer – each day
· ESPU certificate (plus small present) to keynote speakers – presentation chairperson of scientific committee
· CME accreditation to be organised
· Scientific programme – scientific committee – deadline date to be arranged
· Publication of abstracts – ESPU meeting organiser
· Programme book printing and format – ESPU meeting organiser
· Abstract book  - JPU or meeting organiser – decision 1 year in advance
· Coordination with nurses programme – ESPU meeting organiser and scientific chairman
Social programme
· Welcome reception
· Presidents dinner - Thursday
· Gala dinner – 300-400 - Friday
· JCPU to invite 2 members of new certified centres to gala dinner
· Thank sponsors
· Local organisers to entertain sponsors
· Flowers to organisers at end of meeting - Saturday
Budget
· Preliminary budget 1 – with initial application.  Update budget (complete) - year 2 in advance: Final revised budget – year 0.5 in advance
· Board to supply budget structure
· Board to set pre-registration date/fee – early, late, on site 
· Board to set organiser sponsorship – major/minor
· Board to request estimated profit
Reports - 3
· Evaluation Congress from organiser/advice for future meetings (within 4 months post Congress)
· Official response.  Sponsors – major/minor
· Individual report – ESPU meeting organiser Mrs Nur Olcer (2010-2012)
· Closure of budget – within 4 months post meeting
Formal response by President on behalf of Board to local organising committee after evaluation of Congress (within 6-8 months) to include final conclusions, financial aspects and future perspectives

