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ICPAN Conference Bid Process  
Conference Venue Site Specification List 

This list has been compiled to advise conference bidders of the minimal requirements in selecting the conference venue



Please note the following important points:

· The Conference Venue should be able to accommodate up to 500 delegates [delegate numbers for the last three conferences are ---/--/---/
· 2 Conference Venues should be selected to be for consideration in the bid document [the ICPAN Board of Directors will make the final choice]
· The Conference Venue may or may not offer hotel accommodation on site.  On site accommodation is preferable but may not be available.
· The ICPAN Conference is a three day event, offering a scientific programme with two tracks.
· Social activities are organized outside the scientific programme most evenings.
· It is customary to offer lunch within the registration price
· A commercial exhibition forms part of the conference 
· An area must be provided for poster exhibition
· Break out rooms are required for Silent Auctions

Essential Meeting Rooms:

a. Reception area for registration of delegates
b. Large meeting room [capacity 400-600].  This room will be used for opening/closing ceremonies and Keynote lectures where all delegates will attend.  
c. Break out rooms [capacity 100-300].  These rooms are used for presentations [two track conference].  Approximately half of total number of delegates will need to be accommodated.  
d. Clinical workshop rooms : if clinical workshops [i.e. airway stations] are included in the programme, a meeting room will have to be dedicated to this function, where stands and equipment are used
e. For all lecture rooms AV facilities must be fitted.  
f. Seating in all lecture rooms may be arranged according to the nature of the session [formal lecture style / discussion groups etc]
g. Small room for office administration [for PCO / National Organisation Committee meetings].  
h. Small room for speaker welcome.  A room where speakers can be met and sort themselves out
i. Larger room for Silent Auctions + Country/Association stands
j. Exhibition area : the size of the area will depend on how many commercial stands are anticipated.  For the past three conferences there have been up to 15 company stands.  The size of each stand [metre squared] will dictate how much they cost the company and how large an area is needed for all stands. 
k. The exhibition area should be near to the meeting rooms and the catering area ideally.  This will ensure that delegates pass by the companies at their breaks.
l. Area for poster exhibition.  For the past three conferences there have been around 50 large posters on exhibit so this needs to be a fairly large area.   The poster exhibition area may be proximal to the main exhibition footage.  Again this will steer delegates towards the commercial stands.  Posters have also been presented along corridors that link one meeting room with another

Catering facilities

· For all previous conferences seated lunches have been provided in a restaurant setting : this is an ideal way to cater for delegates
· If seated meals are not provided, light finger refreshments may be organized for example, in the exhibition or poster area
· Water points are routinely provided all around the conference area.  Sometimes tea and coffee are served in all breaks with fruit and light refreshments
· Where catering services are restricted – other food outlets should be available in the immediate vicinity of the conference
· [bookmark: _GoBack]Menus for meals served during the scientific programme [ and for social events outside of conference] should be made available in the bid.
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