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International Federation of Nurse Anesthetists
World Congress History

	World Congress Attendance Statistics

	Location
	Year
	Statistics

	Lucern, Switzerland
	June 1985
	250

	Amsterdam, The Netherlands
	June 1988
	511

	Oslo, Norway
	June 17-20, 1991
	1,100

	Paris, France
	May 12-15, 1994
	2,606

	Vienna, Austria
	April 26 - May 30
	1,646

	Chicago, IL  USA
	August 5-10, 2000
	4,384

	Helsinki, Finland
	June 8-12, 2002
	1,046

	Lausanne, Switzerland
	June 9-13, 2006
	


Revenue

	
	Year
	Number

	Registration
	2000
	$880,958.00

	Exhibitors
	2000
	$123,200.00    

	Sponsorship
	2000
	$608,410.00

	Registration
	2002
	290,185.00 Euro

	Exhibitors
	2002
	203,267.00 Euro

	Sponsorship
	2002
	  57,885.00 Euro
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Preamble

The IFNA Congress Planning Committee (CPC) is responsible for the IFNA World Congress.  The country selected to host the IFNA World Congress will appoint a National Organizing Committee (NOC).  The NOC will assist and collaborate with the CPC in planning a scientific program, an exchange of experiences, and international cooperation.  The purpose of this document is to define the role and responsibilities of the CPC, NOC and other entities necessary in the conduct of a World Congress and its relationship to the IFNA Executive Committee, Council of National Representatives (CNR) and staff.

Objectives

Congress


1.
Provide a forum whereby major trends and issues of interest to the international community of nurse anesthetists are discussed by peers and experts.


2.
Share and disseminate new knowledge and professional experiences as related to topics of interest of nurse anesthetists.


3.
Provide an opportunity for nurse anesthetists occupying similar positions in different countries to gather to discuss matters of mutual interest.


4.
Strengthen collaboration between nurse anesthetists internationally to improve standards for nurse anesthesia education, continuing education, practice at a high scientific level, and networking opportunities.

IFNA Congress Planning Committee (CPC)


1.
Plan, organize, implement, and evaluate the IFNA World Congress in collaboration with the NOC.


2.
Participate with the NOC in planning the IFNA World Congress with regard to the educational and venue activities and including social and cultural activities in the spirit of international cooperation, socialization, education and exchange of experiences.


3.
Establish a check list for the CPC and NOC which lists the organizational tasks connected with the planning, organizing, implementing and evaluating the IFNA World Congress.


4.
Maintain effective communication and collaboration between the IFNA CPC, the NOC and IFNA Executive Director/Board of Officers and Executive Committee.


5.
Ensure continuity of IFNA traditions in relation to the scientific program and ambiance of the IFNA World Congress.

History of the Federation

In 1985, the Swiss Association of Nurse Anesthetists and the American Association of Nurse Anesthetists co-sponsored the first International Symposium for Nurse Anesthetists, in Lucerne, Switzerland.  It had been only several years earlier that nurse anesthetists from around the world realized that the little known profession of nurse anesthesia existed outside of our respective borders.

At the first symposium, the official country representatives met to review and evaluate the symposium.   These representatives decided that the symposium offered an educational opportunity, an exchange of ideas and international cooperation and camaraderie and that it should be repeated in three years.   A Symposium Organizing Committee (SOC) was appointed to select a site and collaborate in the planning of the next symposium.  The SOC was composed of members representing 5 countries, Germany, Switzerland, Denmark, The Netherlands and the USA.  The committee first met in early 1986, in Roskilde, Denmark.

It was the committees' decision that the next international symposium would be held, in Amsterdam, The Netherlands, in June 1988.  It would be during the planning of this international symposium that changes began to take place.  A National Organizing Committee (NOC) was formed to plan and organize the symposium.  The first change occurred when the potential exhibitors for the symposium suggested that the name be changed to "International Congress."  It was suggested that the exhibitors would be better attracted to a "Congress" than a symposium.   The name would later change to "World" Congress for the same reason

During the planning of the Amsterdam Congress, some of the faces changed within the committee and the idea of an "international organization" was conceived and suggested by European colleagues.  A study was conducted to determine the need for such an "organization."  This study attempted to identify common interests, goals and objectives and a willingness to participate in such an organization.  The results of this study were gathered and presented at a meeting of all the official country representatives at the Amsterdam Congress.

The study recognized a commonality of concerns that encompassed nurse anesthesia education, practice, continuing education and recognition.  It also suggested that such a proposed organization would offer the forum for international cooperation and collaboration.  It was following much discussion and the willingness of many of the country organizations to participate, that the decision was made to proceed with the development of an international organization.  The SOC was given the charge to proceed, in collaboration with the various country representatives, in the initial planning stages with the idea that the organizational activities would be completed by the following year.  The international organization being new to nurse anesthetists, we turned to the International Council of Nurses (ICN), in Geneva, Switzerland for their generous assistance and guidance.

The International Federation of Nurse Anesthetists (IFNA) was founded the following year on June 10, 1989, in St. Gallen, Switzerland with 11 country organizations as charter members.  Switzerland was selected as the home of the IFNA for several reasons: it's political neutrality, monetary stability, location, and the fact that it was also the home to ICN, the World Health Organization (WHO), the International Red Cross and other international organizations.

Since the first symposium, 1985, each succeeding congress has more that doubled in size.  At the 1994 World Congress, in Paris, France, there were over 2600 nurse anesthetist participants representing 49 countries.  There were 4,384 participants at the 2000 6th World Congress, held in Chicago, IL USA

During the 1991 World Congress, Oslo, Norway, a first attempt was made to ascertain if nurse anesthesia teacher would be interested in establishing forum at the World Congresses that related to their interests.  The initial forum did not provide for simultaneous interpretation but the participants were eager to continue with the concept.  The IFNA Teachers Session was so successful at the Paris Congress that it was expanded and made a permanent part of the IFNA World Congress.

When the IFNA was founded the organization established that English would be the official language and that French and German would be working languages.  English remains the official language but all  working languages have been eliminated due to the high costs of providing the service.  IFNA representatives needing interpretation must provide their own interpreters.  Simultaneous translation is provided at the IFNA World Congress at the discretion of the National Organizing Committee (NOC).

Membership in the IFNA has also more that doubled since 1989.  As of June 9th 2006, membership in the IFNA had grown to 34 countries representing nurse anesthetists from Europe, North America, Africa and Asia. IFNA member countries represent many of the less developed countries of the world.

The IFNA enjoys a collaborative relationship with WHO and is recognized, by the ICN as an affiliate member and as a resource group for the specialty of nurse anesthesia.  The IFNA has developed a liaison  with the World Federation of Societies of Anesthesiologist (WFSA).  An 8 year IFNA study, "Nurse Anesthesia Worldwide: An Analysis of Education, Practice and Legislation" was completed, in 2000, by Maura S. McAuliffe, CRNA, PhD, Official IFNA Nurse Researcher, in collaboration with the World Health Organization and with assistance of the International Council of Nurses (ICN.  The study documents that nurse anesthetists exist in over 110 countries and participate in 70% to 80% of all anesthesia provided in the world.

In 1998, the Board of Directors amended the IFNA Bylaws: The amendments included changing the names or titles of the IFNA Governing Bodies.  The IFNA, then Board of Directors adopted the following:


1.
Board of Directors became the Council of National Representatives (CNR)


2.
Executive Committee (formerly Officers) was broadened to include the officers and 6 elected representatives.


3.
Officers became the Board of Officers.

In 2006 the Council of National Representatives (CNR) approves that the Congress planning Committee becomes an IFNA Standing Committee.
At the June 2002 Council of National Representatives (CNR) the concept of an International (Regional) Accreditation program was adopted.  A survey was conducted to assist in the development and implementation of the accreditation program.

International Federation of Nurse Anesthetists

Congress Planning Committee

Policies and Procedures

Definitions

An IFNA CPC Policy is defined as a statement that has been made and approved by the IFNA Board of Officers.  Any proposed policy revisions or changes to the policy require recommendation by the appropriate committee, Officers or IFNA Executive Director and approval by the IFNA Board of Officers and with mutual agreement of the NOC.  This shall apply only to the current congress.

An IFNA Procedure relevant to the World Congress can be changed or altered as necessary to ensure effective management of the World Congress by the IFNA CPC.  Changes must be documented in the minutes of the committee meeting that are routinely submitted to the IFNA Executive Director in a timely manner following each committee meeting.  Committee reports and recommendations are submitted to the IFNA Board of Officers for approval.  

Policy 1.0 — IFNA Congress Planning Committee

Policy 1.1 — Composition of the IFNA Congress Planning Committee (CPC)
T
he IFNA Congress Planning Committee is a Standing Committee and its members includes:

· Past Congress Chairperson, Chairperson of the CPC

· Current Congress Chairperson
· Future Congress Chairperson
· IFNA President

· IFNA Executive Director

· IFNA  Officers ( 1st Vice-President, 2nd. Vice-President, Treasurer)
· Other individuals such as Congress treasurers, advisors, individuals or consultants may be appointed at the discretion of the President
Definition.  The IFNA CPC is defined as the group of individuals who will be responsible for planning, organizing, implementing, and evaluating the IFNA World Congress in collaboration with the NOC.

Selection.  The President will select other individuals as members of the CPC with the approval of the CPC and  Board of Officers.

Policy 1.2 — Frequency of Congress Planning Committee Meetings
At least one meeting per year will be held in conjunction with the IFNA Board of Officers Meetings.  The year of the Congress there will be a meeting just prior to the Congress. 

Definition

The IFNA CPC meetings are defined as the meetings where the committee gathers to plan and organize  the scientific, social and cultural programs for the IFNA World Congresses.

Procedure


1.
The dates and location for the meetings will be planned by the CPC in collaboration with the Officers and staff.


2.
The Executive Director will be responsible to arranging for hotel accommodations, meeting rooms and social activities.


3.
A future calendar will be maintained and updated at each meeting to ensure that communication with all individuals is maintained. 
Policy 2.0 — Responsibilities

Definition

It is important at the outset to establish clearly the areas of responsibilities of each group of persons involved in the planning, organizing, implementation and evaluation of IFNA's World Congress.

IFNA CPC and NOC and/or any IFNA committee, appointed by the President, shall collaboratively develop the scientific, social and cultural programs, marketing plan for technical, pharmaceutical, and industrial exhibits and budget and present a report to the IFNA Board of Officers.  Any committee recommendations to the Board of Officers, Executive Committee or Council of National Representatives shall be approved by the appropriate body.

Policy 2.1 — Responsibilities of the IFNA Executive Director
The responsibilities of the Executive Director as related to the IFNA World Congress are as follows:

· Developing a global awareness and relationships with exhibitors, industry representatives and other defined business opportunities for the IFNA, World Congress, programs, educational interests.

· Maintaining collaborative and effective communication with the industry of interest

· Arranges and participates for prospective on-site venue inspection

· All official contracts are to be reviewed by the IFNA Executive Director and the Congress Chairperson.  The IFNA Executive Director has the responsibility of signing all contracts.

· Overall administrative responsibility and budget control

· Collaborates with the Congress Chairman, Congress Chairperson,  Board of Officers and CPC in budget development. 

· Arranges for IFNA CNR and Committee Meetings, in collaboration with Congress Chairman and/or PCO. 

· Arranges liaison with IFNA Education Committee or any other IFNA committee, in collaboration with the NOC, Congress  Chairperson and CPC.

· Provides list of hotel requirements for IFNA, Committees, staff, and VIPs. (Funding for the IFNA CNR, other than those that may be non-sponsored invited speakers, is the responsibility of the individual representative.)  

· Disseminates appropriate documents and reports

Policy 2.2 — IFNA Congress Planning Committee (CPC) 
The IFNA CPC is responsible for:

· Planning the IFNA World Congress

· Maintaining effective communication and collaboration with all individuals involved. 

· Collaborates in the planning the scientific program. 

· Organizing and presenting the scientific program content to the IFNA.

· Participating with the NOC in selecting meeting facilities, rooms for IFNA meetings and IFNA office

· Collaborating with the NOC regarding the educational and venue activities including social and cultural program.

· Collaborating with previous congress chairmen, the Executive Director, the NOC and current congress chairman in the marketing of the World Congress to exhibitors and industry representatives.

· Registration fee (based on NOC proposal)

· Congress theme following the recommendations of the NOC and  the Congress Chairman

· Congress dates, following the recommendations of the NOC, Congress Chairman and/or PCO

· Professional program, following the recommendations of the NOC and Congress Chairman

· Input for:



Keynote speaker



Program Template  (see Appendix A)



Invited guests

· Speakers for keynote address and plenary

· Review the speaker notification process

· Approval of congress logo

· Makes recommendation to IFNA Board of Officers regarding site selection

Following approval of IFNA Board of Officers, the site selection protocol is implemented for finalization of contracts and other associated arrangements.

Deadline

In accordance with the IFNA CPC Timetable (see Appendix B).

Procedure
Documentation

· Initial requests with proposed venue sites

· Written reports with recommendation for proposed site of Congress

· Scientific Program



Education Session (planned by the IFNA Education Committee)

· 
IFNA Session (follows opening ceremonies)



IFNA Presidents Report (Plenary Session)



IFNA Executive Directors Report

Any other presentations requested by the IFNA President/Executive Committee

Keynote speaker (included in Opening Ceremonies)

· Proposed budgets

· Objectives and themes of program

· Timetable and requirements

· Update of above documentation at each CPC meetingPolicy 2.3 — National Organizing Committee (NOC)

The NOC is responsible to the  Congress Chairman for 

· Planning, organizing, implementing, and evaluating the scientific, social and cultural program in collaboration with the IFNA CPC, following the guidelines of the CPC Manual.

· Meeting with city officials, tour companies and others to organize social/cultural functions

· Working with IFNA CPC in selecting meeting facilities, rooms for IFNA meetings and IFNA office

· Inviting, communicating and corresponding with speakers and chairpersons (presiding officers & moderators)

· Solicit funds from governmental agencies to support congress

· Submit speaker notification timeline to the CPC, CNR and potential sponsors.  (See Appendix B for Timetable)

· Briefing speakers, chairmen and interpreters

· Collaborative marketing of the World Congress to exhibitors and industry representatives

· Registration (may be delegated to PCO)

· Welcoming of VIP guests at airport (As selected by the President or Chairman of the CPC)

· Local publications and protocol

· Security in collaboration with the Congress Venue or PCO.

· Volunteers (can be local volunteers or members of the hosting country) 

· Development of Congress logo

· Invitations to local dignitaries and health leaders

· Any entertainment segment to opening and closing ceremonies.  Any contracts will be made in collaboration with the Executive Director.

· Promotion of Congress and other designated IFNA programs

· Necessary letters for Visa requirements (Sample Letter Appendix C)

· Present updated  finance or budgetary variance analysis at each CPC Meeting

· In collaboration with the PCO, send thank you notes to speakers

· In collaboration with the PCO the NOC shall submit a final report and an audited financial statement of the World Congress to the Executive Director within 4 months of the close of the Congress.
Policy 2.4  Congress Chairman

The Congress Chairman is an active member of the IFNA Congress Planning Committee and must be a nurse anesthetist, selected by the hosting member country and  is responsible for:

· Arranging and organizing meetings of the NOC

· Collaborates with the NOC, PCO, CPC and/or local Convention and Visitors Bureau CVB and Executive Director with arrangements and activities for the World Congress

· Submits ongoing reports and financial statements, in accordance with the CPC Timetable, at CPC meetings and meetings of the Board of Officers, Executive Committee and CNR.

· In collaboration with the CPC, Executive Director and/or local CVB , arranges for IFNA Headquarters Hotel and meetings.

· In collaboration with the PCO, local CVB and Executive Director, arranges for CPC Meetings held at venue.

· Collaborates with the PCO regarding hotel arrangements.

Deadline
In accordance with the  CPC Timetable (Appendix B).

Procedure
Documentation

· Submits timely reports to the IFNA CPC at their regularly scheduled meetings or as requested by the IFNA CPC or the IFNA Executive Director/Board of Officers.

· Social and Cultural Program including entertainment portion of the opening ceremonies and the closing ceremonies should be submitted to the IFNA CPC at regularly scheduled meetings.

Policy 2.5— Professional Conference Organizer (PCO)
The Professional Conference Organizer may be retained by the NOC to handle the Congress management.  It is important to understand that the company's primary contact person must attend some of the IFNA CPC meetings to update the committee on the progress of the Congress planning activities.

The PCO is responsible to accomplish all reports requested by the IFNA CPC in a timely manner and be in telephone, fax or e-mail contact with the IFNA Executive Director on a periodic basis (to be determined between the parties) to maintain close communication and appraise him/her of progress.

The contractual arrangements of the PCO and the NOC must be reviewed by the IFNA Executive Director prior to signing of an official contract.  This individual and/or company should be part of the site visit, if appropriate, or during a visit made by the Executive Director closer to the start of the Congress.

The PCO is responsible to the Chairman/Chairperson of the Congress for:

· Registration - collection of fees as agreed with IFNA CPC

· Congress secretariat

· Determine terms of agreement, the acceptance of the CPC Manual and/or list written exceptions to the manual

· Interpretation and translations (prior to and during)

· Collaborates in marketing and arrangements for exhibitors

· Printing of Congress materials to be distributed on site

· Congress Exhibitor Kit

· Publication of Preliminary and Final program, book of abstracts, and other printed media

· Engaging photographers

· Transportation (excluding tours and professional visits)

· Hotel contracts

· Making physical arrangements for IFNA events and other activities as assigned

· Sponsorships and advertisers

· Process abstracts and prepare abstract books, if not this should be written in the list of exceptions.

· Audiovisual arrangements

· Security

· Bank — for currency exchange

· Signage 

· For Pre and Post Congress tours if there are any planned.

· PCO in collaboration with the Congress Chairman/Chairperson, NCO, CPC and/or IFNA Executive Director

· Congress budget and expenditure control

· Public relations - press releases

· Invitations to guests, associations in contact and other international organizations

· Site visits

· Negotiations with official carriers

· Decisions concerning rooms and equipment, as required

· Monitors and volunteers

· Freight shipment contents

· Customs arrangements

· Interpretation/Translation

· Travel agent and travel agency

· Destination Management Company — Tours, ground transportation

· Souvenirs

· Selection of hotels and hotel arrangements.

· IFNA activities (if any)

· Content of preliminary and final program

· Collaborates in the Congress promotion

· Works with Executive Director and the Congress Chairperson in marketing and communications with industry

· Works with Executive Director regarding any special IFNA needs or requirements

· Researches need for insurance

· Catering services

Committee meetings

Breaks

IFNA Council of National Representatives (CNR) meeting

Others as determined by Executive Director

· Exhibitor meeting

Social gathering for exhibitors, Council of National Representatives (CNR), CPC/NOC, staff

Policy 2.6 — IFNA CPC Timetable
The IFNA CPC Timetable is the official document prepared by the IFNA CPC that provides the guidance to all concerned with the World Congress.  The NOC, PCO, and other committees or special interest groups that may desire to participate in the Official Program, must conform to this timetable.  The document is reviewed and revised as necessary by the IFNA CPC.

Procedure

· The IFNA CPC reviews this document annually at the fall meeting and proposed changes are submitted to the IFNA Board of Officers at their next annual meeting.

Documentation

· IFNA CPC Timetable (Appendix B)

3.0 — Legal/Financial Responsibilities

Philosophy
The IFNA CPC is responsible for the financial status of each World Congress.  The financial arrangements for the IFNA World Congress is a shared relationship and responsibility.

The IFNA recognizes that the IFNA World Congress is a potential source of income for the IFNA.  History demonstrates that benefits can be realized from the World Congress and that, with good financial planning, can benefit both the IFNA and the country hosting  the congress.  The IFNA is the responsible organization, not only financially but, in accomplishing its objectives for providing this forum.  The success of the World Congress relies on the collaborative efforts of the IFNA Council of National Representatives (CNR), Board of Officers, Congress Planning Committee (CPC), the National Organizing Committee (NOC) and the IFNA Executive Director.

The IFNA World Congress provides the possibilities of establishing the IFNA within the realm of the market place through its exhibits at the congresses.  The IFNA must continue it efforts in obtaining this support at the international level.  Once the international level is obtained and sustained, this market has the potential to support IFNA projects through the IFNA Education and Research Foundation.

The IFNA has to consider this forum as a source of non-dues income and consideration of how this income is to utilized needs to be explored.

As an extended role the responsibility of the Chairman/Chairperson and the PCO, will be the control of the day-to-day finances for the Congress.  It is the responsibility of the Chairman/Chairperson and the PCO to present an updated financial statement and variance analysis at each CPC meeting.

Policy 3.1 — Budget
The responsibility of the Congress budget rests with the IFNA Board of Officers/Executive Committee.  The IFNA CPC shall submit initial and subsequent budgets to the IFNA Board of Officers/Executive Committee for approval. In turn, the Chairman/Chairperson and PCO are responsible for submitting budget comparison and variance analysis for the IFNA World Congress at each IFNA CPC meeting. 

Deadline

In accordance with the Congress Planning Committee Timetable  (Appendix B).

Procedure
· The IFNA CPC will review variances to the budget at each meeting and any alternations or revisions will be addressed.

· The NOC submits budget for local expenses and monitors expenditures with approved budget.

· The NOC and the PCO prepares budget, maintains accounts, controls finances in collaboration with IFNA Executive Director within the IFNA CPC approved budget.

· The NOC and the PCO establishes controls for monitoring and reporting on income and expenditures per the agreed Congress budget.

· The IFNA Executive Director will receive and review the updated budget and expenses on a schedule mutually agreed upon.  This is to be submitted by the NOC and/or PCO.

· In preparing the budget, consideration of a benefit in the amount of 100 CHF per person, should be factored into calculations.

· A written audited financial statement will be provided to the Executive Director and CPC within 4 months following the conclusion of the Congress.  This statement will include all expenses and revenues of the congress and the 20%/80% split of the total revenue.  The NOC will receive 20% and the IFNA will receive 80%.

Documentation

· Initial budget

· Review of alterations to the budget at regularly scheduled IFNA CPC meetings

· Upon request quarterly reports to IFNA Executive Director

Policy 3.2 — Benefit Sharing
One of the goals of the Congress is to realize a benefit that will assist the IFNA and the host country in funding future activities of the organization.  The benefits of the Congress are divided between the NOC and the IFNA.

Definition

Benefit sharing is the distribution of benefits realized from the Congress between the NOC and the IFNA.

Procedure

· Benefits of the World Congress will be 20/80;  20 percent to the NOC and 80 percent to the IFNA*.  At least 10% of the IFNA benefits will be placed in the IFNA Education and Research Foundation**.

Policy 3.3 __ Financing of the congress
Whereas the World Congress location is selected 6 years in advance,

Whereas there is a need for pre financing the budget before any incomes,

Whereas the hosting association is partly involved in the organization and gets a part of the benefits,

Whereas the IFNA is responsible for the organization and gets the largest part of the benefits,

The prefinancing of the World Congress shall follow the following policy:

1. The Prefinancing of the congress is divided in 6 years, 2 years for the preparation and the promotion prior the current congress and 4 years as the current congress.

2. The hosting association grants the 2 first years pre-congress, starting at the time of the selection by the CNR until the end of the current congress.

3. The IFNA grants the 4 following years, starting at the end of the previous congress until the end of the concerned congress.

4. The financing shall be based on loans from different parties with no interest fees.

5. Both the hosting association and the IFNA will be reimbursed as soon as possible by the Congress funds and before the closing of congress accounts.

6. The IFNA shall put as a reserve some founds (mainly coming from the previous world congress benefits) in order to finance the congress budget (a mean of 40.000 SFr. per year is proposed as a threshold. This amount will be regularly updated by the CPC).

Policy 3.4 — Contracts and Checks
The IFNA Executive Director and the Congress Chairperson are responsible for process and sharing and are signatories (both) of all Congress contracts.  The representative from the NOC and the PCO may also be a signatory of local contracts.  In all instances, however, the IFNA Executive Director must co-sign contracts that have a liability that exceeds CHF  5,000.

Procedure

· Both the Executive Director and the Congress Chairperson will be signatories on the contract.

· The Congress Chairperson and PCO are authorized to enter into local contracts for goods and services that do not exceed CHF 10,000.

· The Executive Director, IFNA Treasurer, ,Congress Chairman and PCO are to establish a bank account within the host member country.  This account for conducting the day-to-day payment of expenditures and deposits.  Documentation

Policy 3.5 — Financial Transfers
The IFNA Treasurer, with the approval of the Executive Director, will arrange for the financial transfers for the IFNA Congress Account to the NOC Congress Account upon requests from the Congress Chairperson.

Definition

The IFNA will maintain a Congress Account to assist to meet the financial responsibilities for the Congress. Copies of the monthly statements of the NOC Congress Account  shall be sent to the IFNA Treasurer and Executive Director.

Procedure

Periodically, the Congress Chairperson will request the transfer of funds, through the IFNA Treasurer and  Executive Director
Documentation

· Documentation from the NOC and/or PCO to the IFNA Executive Director and/or Treasurer to formally request the amount of CHF to be transferred to the Congress Account will be necessary and is to include a current budget as an attachment.

Deadline

· In accordance with the CPC Timetable (Appendix B).

Policy 3.6 — Address List
The lists of addresses compiled by the IFNA CPC, NOC and POC remain the property of the IFNA.  The use of any list originating by the IFNA is delegated to the NOC and POC for the sole purpose of promoting and documenting attendance by nurse anesthetists, exhibitors and any other category of attendee.  Authorization for use of these lists requires the approval of the IFNA Executive Director.  The address list is not to be disseminated to any other organization or entity without approval in writing from the IFNA Executive Director.  It is the responsibility of the NOC and PCO to provide the IFNA Executive Director a final corrected paper and electronic copy of the data within 4 months following the close of the Congress.  (The format will be determined following each Congress.) 

Policy 3.7 — Publicity
Overall responsibility for the publicity of the Congress is determined by the IFNA and the IFNA CPC.  (See IFNA Policy Manual)

Definition

Speaking on behalf of the IFNA.  The President and/or Executive Director are the spokespersons for speaking on behalf of the IFNA.

Speaking on behalf of the IFNA Congress.  The Chairman of the current Congress is the official spokesperson or designee for speaking on behalf of the Congress.  Any official interviews, press coverage, or the like, must be brought to the attention of the IFNA President/Executive Director as soon as possible as a matter of   information.

Procedure

· IFNA CPC or Congress Chairperson is responsible for notifying the trade press and national press regarding the Congress.

Policy 3.8 — Reimbursement of Expenses
Reimbursement of expenses for Congress Planning Committee members attending committee meeting is the responsibility of the IFNA.  IFNA Guidelines for reimbursement and Expense forms will be provided by the IFNA Executive Director prior to the committee meeting. The expense forms are to be submitted in a timely manner, to the IFNA Treasurer.  

IFNA Expense Forms (See Appendix D).

Definition

Expenses for CPC members is defined as all usual and customary expenses associated with travel to and from the designated meeting location for the purpose of attending the CPC meeting.

Procedure

· CPC and NOC members will complete the IFNA Guidelines and Expense Forms (see Appendix D) from the IFNA Executive Director. All CPC and NOC members will receive their expenses from IFNA Account
4.0 — Operational Policies
Policy 4.1 — Eligibility for Attendance

The IFNA World Congress is an open forum for interested individuals from around the world.

Policy 4.2 — Registration Fee

The registration fee for the IFNA World Congress will be made in collaboration with the IFNA CPC, NOC and POC and is presented to the IFNA Board of Officers/Executive Committee for approval.

Definition

The registration fee is defined as the fee that each attendee will pay for the basic registration to attend the World Congress.  Other fees for special activities, i.e. banquet, or workshops will be collected with registration fees.  

· Procedure

· Individuals exempt from the Congress Registration fee are as follows:

IFNA Council of National Representatives (CNR), only if attending CNR Open Forum and  Meeting.

IFNA Executive Director

IFNA CPC members

National Organizing Committee (NOC)

IFNA Education Committee members

Keynote speakers

Invited speakers

· Individuals exempt from the Gala Banquet ticket fee are as follows:

IFNA National Representatives, only if attending IFNA CNR Meetings.

IFNA Executive Committee

IFNA Executive Director

IFNA CPC members

IFNA Education Committee members

Keynote speakers

Special guests as determined by Congress Chairperson/CPC/IFNA Executive Director
Documentation

· The following costs should be incorporated into the registration fee and listed on the budget proposal worksheet submitted to the IFNA CPC.

Rental of halls, podium, decorations, technical staff

Interpreters fees

Equipment rentals

Transportation costs (between hotels and meeting sites)

Participant documents, i.e., handouts 

Press kits

Preliminary and final programs

Professional Conference Organizers (PCO) fees

Registration forms

Hotel reservation and deposit form

Congress book of abstracts

Congress kits, i.e., bags and contents, etc.

Translators fees

Data processing, computer equipment for the purpose of the congress.

Opening ceremonies, including traditional IFNA Session

Closing ceremonies

Congress support staff

Speakers for all educational sessions

IFNA staff - travel, hotel accommodations, and per diem.

Banking fees

10% for unforeseen expenses

Policy 4.3 — Registration Process
The Congress Chairperson and PCO are responsible for establishing and implementing the registration process.

Procedure

· Registration forms are opened and date stamped.

· All supporting documents along with checks should be stapled together

· Confirmation letters and information packets are mailed to registrants on a weekly basis.

· Registration forms and copies of the confirmation letters are filed alphabetically.

· Once registration has begun, a monthly and/or on request report shall be sent to the IFNA Executive Director.
Policy 4.4 — Transferring Names
A fee will be assessed to the individual transferring a registration up to 30 days before the meeting starts.  After that date and on site, the fee will be increased.  The purpose of this fee is to cover administrative and mailing costs associated with the transfer of information. 
Procedure

· All transfers require the submission of a completed registration form and a letter authorizing the transfer by the person who submitted the original registration form.

· There will be no exceptions.  Should the letter not accompany the revised registration form, the new individual will be required to pay the full Congress Registration Fee, and a refund will be made after the receipt of the authorization letter.

· Each PCO/Congress Chairperson/CPC will determine the administrative fee for this type of transaction.  The fee must be listed in the official Preliminary Congress Program so there are no disputes with the policy.

· For organizations using a PCO, it is advisable to review this policy with the representative to insure that costs associated with registration transfer are adequately covered.

Policy 4.5 — Official Language, Interpretation and Translation
The official language of the IFNA is English.   Simultaneous interpretation and translations are collaborative decisions made by IFNA Officers, CPC and Congress Chairperson.

Definition
The official language is defined as the primary language which will be spoken and written at the World Congress and relates to all sessions and printed materials.

Procedure
· Simultaneous interpretation is generally done for the opening ceremonies, plenary sessions, main sessions and selected concurrent sessions at the discretion of the CPC/NOC.

· Translation of printed material is to be in English.  Other working language translation is at the discretion of the CPC.

· The decision on the languages to be interpreted simultaneously will be determined by the IFNA Officers, host country NOC and CPC and should be based on recommendations made by the IFNA Officers, NOC and CPC.  Visual (slides, power point, overheads, etc. presentations shall be in English.

· Letters of Invitation (Appendices M and N)

· Sample letter for Visa’s (Appendix C)

Policy 4.6 — Housing
The Congress Chairperson and the PCO in collaboration with the IFNA Executive Director are responsible for arranging appropriate accommodations for specific groups of individuals attending the World Congress

Procedure
· During a site visit, the NOC representative, the PCO and IFNA Executive Director will review the available hotel accommodations.

· The IFNA Executive Director will review the location and types of accommodations needed for the following individuals:

Executive staff  and the President.

Special guests, i.e. VIP's, Keynote speakers

Others as directed by the IFNA Executive Director/CPC
Documentation
· Confirmations from the hotel must be sent to the guest and a copy to the IFNA Executive Director.

· Letters of Invitation (Appendices M and N)

· Sample letter for Visa’s (Appendix C)

5.0 — Congress Program

Policy 5.1 — Scientific Program
The NOC representative shall submit the scientific program to the IFNA CPC for discussion and approval in accordance with the IFNA CPC Timetable.  The program is to be in the format of the approved program layout (template).  Upon acceptance of the final program by the IFNA CPC, it is forwarded to the IFNA Board of Officers/Executive Committee for approval.

Procedure
Definition.  The scientific program is defined as educational component of the congress with the following definitions of the component parts of the scientific program.

Program — Relates to the entire scientific program.

Session — Relates to a specific time frame.  There could be several sessions running concurrently on the same day or could be a topic with several lessons or individual presentations/lectures.  A session can be a half-day or all-day educational activity which relates to a particular theme or topic.

Topic — Relates to title of the session and could include several presentations or lessons.

Lesson — This is one presentation which could be in the form of the lecture, panel discussion, demonstration, case presentation, etc.

Time frame — Each lesson should be based on the 50 minute hour.  It was agreed that there is a maximum of 2 individuals that could make a presentation during each 50 minutes which is based on budget concerns.

Workshop/Panel — Special consideration will be given to a specific workshop/panel based on cost, number of presenters, number of participants and financial impact on the overall speaker budget.  Consensus of CPC to allocate appropriate funds is required to stay within the approved Congress budget.

Poster Session

Documentation.

· Program Template -(See appendix A)

· Budget Template (Appendix T)

· Call for Papers (Appendix J)

Policy 5.2 — Speaker Selection , Free Communication and Poster Session
The NOC shall submit to the IFNA CPC a proposed list of speakers and topics for discussion, comment and revision to ensure the program offers solid scientific interest to an international audience in accordance with the IFNA Timetable (Appendix B).  The program is to be in the format of the approved Program Template (Appendix A).

Definition
The scientific program has three types of speakers:

· Invited.  An individual who is invited by the NOC and/or approved by the NOC/National organization/CPC to speak on an IFNA CPC selected topic.

· Free Communication.  An individual who has indicated an interest in presenting a topic of choice whether it be of special interest topics or research.  

· Special Guest.  An individual is who has been invited by the NOC as local personality or the IFNA as individual possessing international appeal.  This category includes a keynote speaker.

· The special guest should be appointed at least 1 year prior to the congress.

Procedure
· Invited speakers are extended the invitation to speak by the NOC on behalf of the IFNA CPC.

· Free communication speakers are selected and confirmed by the NOC Scientific Committee. 

· Poster Presentations, judging criteria will be sent with application form. (Appendix K)

· Special guests are invited by the IFNA President or IFNA Executive Director.  This may be delegated to the NOC at the discretion of the Executive Director.

· Based on CPC discussion, the NOC representative will revise as necessary and return to the CPC the revised scientific program for final approval. 

· Presiding officers and moderators are invited by the NOC.  IFNA country delegates shall perform this function and communication with these individuals will be done by the NOC.  (Appendix U))

· The PCO/NOC is responsible for "thank you" letters to all who participated in the Congress, e.g., speakers, guests, etc.

Policy 5.3 — Speaker Guidelines

· A Speaker Guideline will be prepared by the IFNA CPC to include pertinent information in accordance with IFNA policy.  Prior to selecting speakers for each individual Congress, the NOC and PCO will update the material according to local custom and the Guidelines reprinted.  The updated version will be approved by the IFNA CPC.  The NOC in collaboration with the PCO will insure that each speaker receives a copy of the Guidelines when letters of invitation are sent.

Definition
· Speaker Guidelines are defined as the documents which are sent to speakers.

Procedure

· Abstracts:  An abstract and lecture outline, in English, in a CD or diskette, must be submitted by a specified deadline date.  It must contain the areas covered in the presentation and can be from one to six pages in length (double-spaced).    Upper and lower case letters should be used and all words must be spelled out.


· Abstract — This document, in English, is condensed version of the presentation that will be printed in the official program of the World Congress.  A specified date will be confirmed in the letter of invitation to each speaker.

· Manuscript — This document is a verbatim copy, in speaking language, of a presentation which is given to the interpreters to assist in simultaneous translation.  At time of presentation, deviations from prepared manuscript are permissible and any significant deviation from the manuscript should be shared with the interpreters prior to starting the presentation or as early as possible.  A specified date will be confirmed in the letter of invitation to each speaker.

· Audiovisual equipment:  Necessary electronis, i.e. Power Point and microphone will be provided by the NOC .  Audio-visual presentations must be in English.  Exceptions will be considered by the NOC.   

· Handouts:  Duplication of handouts will be the speakers responsibility

· Hotel Arrangements/Registration:  Hotel arrangements will be made by the NOC/PCO.

Policy 5.4   Poster Guidelines

· Poster Outlines and Abstract must be written in English.

Policy 5.5 — Speaker Expenses and Reimbursement

Speaker reimbursement and expenses are paid in accordance with the IFNA Speaker Guidelines.  The speaker is responsible for submitting an Expense Report to the NOC for reimbursement.  

Definition

The scientific program has three types of speakers:

Invited — Expenses are reimbursed, through an invoice, from the Congress Budget, according to IFNA CPC Speaker Guidelines

Free Communication — Expenses are not authorized.

Special Guest — Expenses and honoraria are authorized to be paid per agreement between the individual speaker and the IFNA CPC.

Procedure

· Speakers are invited with the understanding that an honorarium is not paid by IFNA or the NOC.  Any deviation from this policy must have the approval of the IFNA Executive Director or the IFNA CPC.

· An honorarium may be paid for the Keynote Speaker based on the recommendation of the NOC and approval of the IFNA CPC/Officers.  Must be within the developed budget for the Congress.  

· The IFNA Business Travel Policy must be included in all speaker communication.  The source of this document originates with the IFNA Council of National Representatives.

· Travel Expenses:  Airlines tickets must be purchased at least 30 days in advance of the meeting and cannot exceed standard coach rates.  If a first class or business class ticket is submitted for reimbursement, only the cost of a coach airfare purchased 30 days in advance will be reimbursed.  Refer to IFNA Business Travel Policy for additional information.  (See appendix D)  For those individuals claiming automobile mileage reimbursement, the reimbursement shall not exceed first class train travel.  Exceptions to this IFNA policy must be approved by the IFNA Executive Director.

· Incidental Expenses:  Reasonable incidental expenses such as taxi fare, parking costs and tips will be reimbursed.

· For the speaker that only attends on the day of presentation:  registration is waived, travel expenses reimbursed according to IFNA Business Travel Policy.

Documentation

IFNA Business Travel Policy and forms.  (See Appendix D)

Policy 5.6 — Social and Cultural Program

The NOC shall submit to the IFNA CPC for approval the proposed social and cultural program in accordance with the IFNA Timetable.

Definition

The social program is defined as the opening and closing ceremonies, gala banquet, receptions.  The cultural program is defined other activities in and about the city/country in which the Congress is held.

Procedure

· Theme of the Congress

· Opening Ceremonies

Entertainment

IFNA Session

· Opening Reception

· Gala Banquet and Closing Ceremonies

Cost of ticket

Menu

Entertainment including cost analysis

Location

Maximum number of participants



Documentation

· ll proposed activities should include cost analysis and budget?
6.0 — Exhibit Management

Policy 6.1 —Exhibit Sales and Management

The technical/pharmaceutical/industrial exhibits are a major component of the IFNA World Congress.  It is both a source of revenue for the IFNA and a source of information for the attendee. The IFNA CPC, based on recommendations of the NOC, will be responsible for approving the utilization of a professional exhibition company.

Definition

Technical/Pharmaceutical/Industrial Exhibits is defined as companies or organizations which set up a booth or stand to market their products or services at the World Congress.

Deadline

· Ongoing marketing by the IFNA Executive Director, CPC, NOC and Congress Chairman

Procedure

· Exhibits are a major source of revenue.

· The IFNA CPC and NOC will decide and approve the fee structure (commission or flat fee) for engaging the services of a professional exhibition organizer, if utilized, based on the costs of the exhibit area at the venue.

· Exhibitors should be solicited at the at the most appropriate level
Documentation

· Proposals submitted by professional exhibition company must be reviewed by the IFNA CPC.

· Annual updates in a written or verbal form are required at all IFNA CPC meetings

· A list of Exhibitors from previous congresses (Appendix E).

Policy 6.2 — Sponsorship of Congress Related Activities

Various organizations, individuals and the industry may from time to time choose to sponsor  congress functions or activities.  Arrangements for these sponsorships will be determined by the Congress Chairman/Chairperson, the Executive Director and the PCO.

7.0 — Marketing and Promotion

Philosophy

It is the philosophy of the IFNA that marketing the World Congress and other IFNA sponsored activities be at the international level.  That is to say, the focus of marketing efforts, promotion, and solicitation of sponsorship have the primary focus in international industries.  Industry partners and potential exhibitors that are in the local marketplace and  that are not international companies will receive equal consideration

The IFNA marketing plan (Appendix R) must represent a collaborative and cooperative effort on the part of all concerned with the success of the World Congress;  the IFNA Council of National Representatives/Board of Officers, the IFNA Executive Director, IFNA CPC, NOC and PCO (Appendix 
S).

The marketing strategies are currently being developed and will be added to this policy as they are finalized.

Policy 7.1 — Marketing Philosophy and Strategies

The responsibility for making sure that advertisements are placed in the appropriate publications and direct mailings are done to promote the World Congress is that of the NOC/CPC/IFNA Member countries.

Deadline

In accordance with the IFNA CPC Timetable (See Appendix B)

Procedure

· It is the responsibility for each IFNA Country Representative to promote the World Congress in their country.

· Adhere to deadlines established for printed material (needs to be developed for each Congress)

· Obtain list of publications from IFNA member countries, that have a significant number of nurse anesthetist readers, to advertise and promote the Congress

· Publication list needs to be given to the NOC in order to contact them and get print deadlines

· The following checklist for any publication advertising the World Congress should be followed:

First Announcement

Preliminary Announcement with Poster and Free Communications

Registration papers.

Final Program

Book of Abstracts

Book of Proceedings

Participant List

Documentation

· All official publications of IFNA member countries and Country Representatives.

· Presiding Officers (Appendix U)

· CNR Responsibilities (Appendix S)

· Willingness to Serve (Appendix L)

· Letters of Invitation (Appendices M and N)

8.0 — Congress Site Selection

Policy 8.1 — Site Selection Process

· A memorandum is distributed, by the IFNA Executive Director, to all member countries announcing  the next open date for an IFNA World Congress.

· A letter of intent from the requesting country is made to the IFNA Executive Director utilizing the attached form (Appendix F) as the guide to determining feasibility.  The following items need to be considered in making the request for an IFNA World Congress.

Procedure
The following details need to be considered when reviewing a potential venue for the IFNA World Congress:

· Whether members of ALL IFNA member associations will be permitted entry into the country.

· Travel accessibility and local transportation.

· Services available, i.e., travel agents, manpower, etc.

· Determine local custom for gratuities at airport, hotels, restaurants.

· Check security measures for safe of registrants, materials.

· Local holidays, peak tourist periods.

· Local restaurants (types, locations, costs).

· Customs requirements for freight shipment, documents, films, etc.

· A preliminary approval of a potential site will be made by the IFNA Executive Director in collaboration with the CPC and Board of Officers at a regularly scheduled meeting.  This process will include a thorough review of all documents submitted and the current needs of the IFNA.

· Following the approval of a prospective site, copies of the CPC Manual will be sent to the individual submitting the request and arrangements will be made for a site inspection.  The IFNA assumes no financial responsibilities for the site visit.

· The site visit will include the following:

· Conference centers and/or congress halls for proposed Congress meetings.

Hotels,  all categories

Bank, to ascertain currency restrictions and/or formalities required for non-residents.

Designated headquarters hotel in relationship to congress center.

Interview with one or more PCO's, if one is being used. (Optional) 

Review of transportation system.

· When the final decision is made, by the IFNA CPC and Board of Officers, regarding the site, the following occur:

A letter will be sent to the appointed country member of the selected site restating the responsibilities of the IFNA and the host country regarding a World Congress.

A letter, from the Executive Director, will be sent to the selected country representative of countries that were not selected.

· The IFNA Executive Director may determine that an additional site visit is necessary for the purpose of completing and finalizing all aspects of the potential venue.  When possible, this visit will be made in conjunction with another regularly scheduled IFNA activity, thus eliminating the duplication of airfare costs and associated expenses.

The host member country would be responsible for providing lodging and meals during this additional stay.

Approval for the additional visit will be collaboratively made by the President and the IFNA Executive Director.

Examples of an additional visit may include, but not limited to, negotiations, contract signing, reviewing any changes made in the interim, or other potential issues having an impact on the budget, the venue or perceived abilities of potential vendors.

Policy 8.2 — Visits to Host Country

The proposal for future congress venue is to originate by the host country to the IFNA CPC.  The IFNA Executive Director is responsible for arranging a site visit to the venue in collaboration with the requesting host country.  A detailed checklist will be used to evaluate the positive and negative attributes of the site.  The information will be reviewed by the IFNA CPC and a recommendation made to the IFNA Board of Officers for approval.

The site proposed and selected for the IFNA World Congress should meet the needs of both IFNA and the congress participants.

Definition

Site selection is defined as the process that IFNA considers essential for potential future congress venue.  The site visit is defined as the official visit to the site with the individual(s) and representative groups in order to make a decision that is based on facts, and observances that are in the best interest of the IFNA.

Procedure

·   A Preliminary Site Selection Criteria outlining the needs for an IFNA World Congress will be sent to each country representative requesting to host a World Congress.  The form is to be completed and returned to the IFNA Executive Director.

Upon reviewing the information provided in the Preliminary Site Selection Criteria,  and the approval of the CPC, a site visit will be scheduled by the IFNA Executive Director.  The individuals, at a minimum, needed to attend the site visit for the Deadline

· 6 to 10 years — in advance of proposed congress

· A time table and checklist needs to be developed

Documentation

· See Preliminary Site Selection Criteria  (Appendix G) purpose of evaluation are as follows:

IFNA Executive Director

Country representative of potential hosting country.

Chairman of CPC or IFNA President or other CPC member

Professional Conference Organizer (PCO), if one is being used

· The country representative and perspective NOC chairman will be responsible for the following:

Arranging housing for site visitors.

Setting up itinerary for visit in accordance with IFNA Site Selection Criteria

Arranging transportation for a minimum of 2 individuals (IFNA Executive Director and/or a member of the CPC or other appointed person)

Documentation:

· See Request to Host World Congress form (Appendix F)

· Site Visit Outline (Appendix H)

· On-site Guidelines (Appendix I)

Glossary

Policy.  A statement that has been formulated and approved by the IFNA Board of Officers.

Procedure.  A course of action related to the World Congress that can be amended or altered as necessary to ensure effective management of the World Congress by the IFNA CPC.

Congress Planning Committee (CPC).  The group that is responsible for planning, organizing, implementing, and evaluating the IFNA World Congress in collaboration with the National Organizing Committee (NOC).

National Organizing Committee (NOC).  A group appointed from the host country association that is responsible for planning, organizing, implementing, and evaluating the IFNA World Congress and that report back to the CPC.

Professional Conference Organizer (PCO).  An organization or outside contractor that is retained by the IFNA to assist the CPC and NOC in planning, organizing, implementing and evaluating the IFNA World Congress.

Congress Secretariat.  A group that helps the CPC and NOC host the IFNA World Congress.

CPC Timetable.  A list of the tasks that must be carried out to successfully plan, organize, implement, and evaluate an IFNA World Congress.

Seed Money.  The IFNA funds that are allocated to the NOC to establish an operating account for the IFNA World Congress. Will be eliminated following the 7th World Congress

Address List.  A compilation of names and addresses produced by the IFNA, CPC, NOC, and PCO that remains the property of the IFNA and cannot be released to any entity without the written approval from the IFNA Executive Director.

IFNA Spokesperson.  The president and/or executive director are the spokespersons for the IFNA.

IFNA Congress Spokesperson.  The chairman of the current Congress is the official spokesperson or designee who speaks on behalf of the Congress.

Registration Fee.  A fee paid by each attendee that covers the basic registration for the World Congress.

Official Language.  The official IFNA language is English. It is the primary language that will be spoken at the World Congress and that will be used in all sessions and printed materials.

Simultaneous interpretation/translations.  Other than English, the written and spoken languages used at the World Congress, are chosen in collaboration with the CPC, NOC, and PCO, with the choice based on the estimated number projected attendees who speak those languages.

Scientific Program.
The educational component of the Congress, whose parts include:


Program:  
The scientific program presentations.


Session:  
A specific presentation within the overall program.


Topic:  
The title of the session, which could include several separate presentations.


Lesson:  
One 50-minute presentation.


Workshop/Panel: 
A type of educational offering that usually includes more than one presenter in a 50-minute session.

Scientific Program.  The educational component of the Congress that includes:

Invited Speaker.  An individual who is invited or appointed by the national organization or by the NOC to speak on a IFNA CPC selected topic and whose expenses are reimbursed according to IFNA CPC Speaker Guidelines.

Free Communication Speaker.   An individual who has indicated an interest in presenting a topic of his or her choice, whether it is a special interest topic or research. The presenter pays to attend the Congress.

Poster Presentation.  An individual (or group of individuals) interested in presenting a topic of his or her choice, whether it is a special interest topic or research in poster form.  The presenter(s) pay to attend the congress.

Poster/Speaker Guidelines.  Written standard, that are sent to speakers which, specify what is required of the speaker to maximize attendance at the Congress.

Special Guest Speaker.  An individual who has been invited by the NOC or the IFNA as a presenter who possesses international appeal, for example, a keynote speaker.  His or her expenses and honorarium are paid according to an agreement between the individual and the IFNA CPC.

Abstract.  A condensed version of the presentation, in English, which will be published in the official Congress Program.

Manuscript.  A verbatim copy, in national language, of the presentation, which the speaker must submit by a specific date to enable simultaneous translation of the presentation.

Social Program.  The opening and closing ceremonies, the gala banquet, reception and other social events.

Cultural Program. Tours and other activities taking place in and about the city/country in which the Congress will be held.

Exhibit Management.  The individual or organization that is responsible for selling space in the Congress Exhibit Hall.  Exhibit management is directly responsible to the NOC and ultimately the CPC.

Exhibitors.  The technical, pharmaceutical, and industrial firms or organizations that purchase booth or stand space to market their goods or services at the World Congress.
Site Selection.  The process in which the IFNA engages to select the venue for a Congress. An official visit to the site is made by selected IFNA officials who have responsibility for gathering information on perspective Congress sites on which the IFNA can base its decision.

Template.  A schedule for the Congress, which is defined by the CPC to assist the NOC and PCO in planning and conducting the Congress.

NOC Chairperson.  Is one in the same as the Congress Chairperson.

Mailed.  Implies electronic mail (e-mail), fax or postal service.
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Concept adopted by Congress Planning Committee March 2000
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IFNA Congress Planning Committee

Time Table

	
	4 Year Written Report

1st Meeting w/presentation and 1st Audit

to include:

Scientific topics

Budget/or revision of budget

Est. cost of registration or revision is already determined

Hotel accommodation

Airline package

Annual Congress Centre Payments determined
	Fall 1998
	Meeting
	Task
	2002 Congress
	2006 Congress
	2010 Congress

	
	3 Year Written Report

Audit and Scientific Program
	Fall 1999
	Fall 1997

Fall 2001
Fall2005
	
	
	
	

	
	2 Year Written Report

Definitive Program, revisions and Audits

Confirmation of Hotel Accommodations

Registration Process in place
	Fall 2000
	
	5 year  Written report
	Fall 1997
	Fall 2001
	Fall 2005

	
	1 year Written Report

Audit, 2nd Announcement with Registration Form
	Fall 2001
	
	Local Work Groups
	Fall 1997
	Fall 2001
	Fall 2005

	
	Preferred month

Policy indicates April/May/June
	Established at initial request 1996
	
	Logo
	Fa;;i 1995
	Fall 2001
	Fall 2005

	Spring 02

Spring 04

Spring 06


	1st Deadline for Registration (2-3 months before congress)

Complete Registration Form
	Spring 2000
	Spring 1998

Spring 2002

Sping 2005
	
	
	
	

	
	
	
	
	Signatories for congress contracts, PCO venue, etc
	Spring1998
	Spring 2002
	Spring 2006

	
	
	
	
	Signatories on checks
	Spring 1998
	Spring 2002
	Spring 2006

	
	
	
	
	Objectives and theme of program
	Spring 1998
	Spring 2002
	Spring 2006

	
	
	
	
	Commerical sponsorship
	Spring 1998
	Spring 2002
	Spring 2006

	
	
	
	Fall 1998

Fall 2002

Fall 2006
	
	
	
	


	
	Opening and Closing Ceremony Requirements
	Spring 2000
	Spring 2004
	Spring 2006

	
	Session Time Table
	Spring 2000
	Spring 2004
	Spring 2006

	
	( Plenary
	
	
	

	
	( Parallel (concurrent)
	
	
	

	
	(Workshops
	
	
	

	
	( AV Requirements
	
	
	

	
	( Expected Levels of Attendance?
	
	
	

	
	Work group responsibilities 
	Fall 1997
	 Fall 2001
	 Fall 2005

	
	Hospital tours or visits
	Spring 2001
	 Spring 2005
	 Spring 2009

	
	Languages Extent of simultaneous interpretation
	Fall 1999
	 Fall 2003
	 Spring 2007

	
	Decisions or advice on Scientific and Social Program, once approved becomes officially endorsed program
	Fall 1999
	 Fall 2003
	 Fall 2007

	
	Speakers invited
	Spring 2000
	 Spring 2004
	 Spring 2008

	
	Session Chairs and Moderators invited
	Spring 2000
	 Spring 2004
	 Spring 2008

	
	Speakers that receive Honorarium determined
	Spring 2000
	 Spring 2004
	 Spring 2008

	?????
	Determine Expenses for Invited Speakers (hotel and travel)
	Spring 2000
	 Spring 2004
	 Spring 2008

	????
	Determine Registration Fee Exemptions
	 Spring 2000
	 Spring 2004
	 Spring 2008


	
	Speaker Guidelines
	 Spring 2000
	 Spring 2004
	 Spring 2008

	
	Call for Papers
	 ?
	
	

	
	Registration Fee Confiirmed
	 Spring 2000
	Spring 2004
	Srping 2008

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Date:






APPENDIX C

        EXAMPLE

Name of Ambassador

Address

City

Country

Dear Honorable Ambassador:

The International Federation of Nurse Anesthetists  (IFNA) will be sponsoring an World Congress for Nurse Anesthetists from 8 through 12 June.   The 8th World Congress for Nurse Anesthetists will be held in Lausanne, Switzerland. This event is expected to attract 5,000 nurse anesthetists from around the world.

___Name of registrant or individual requested letter___has registered for this congress and will be applying for a visa to attend.  The 8th  World Congress offers an excellent scientific program for continuing education and the opportunity to communicate with nurse anesthesia colleagues from many countries.  

I would like to request your support in providing a visa for Ould Mohamedine Mein ___above named ___ to attend this congress.   Your cooperation is appreciated.  If you have any questions, please contact me by telephone at _________ or by email @_________________.

Sincerely,

Karsten Boden, 

                  Appendix D

INTERNATIONAL FEDERATION OF 
NURSE ANESTHETISTS
REIMBURSEMENT GUIDELINES

Purpose:
These guidelines represent the reimbursement mechanism of the 



International Federation of Nurse Anesthetists (IFNA) and have

been  approved by the IFNA Council of National Representatives.  The guidelines are designed to assist members of the IFNA Council of National Representatives, committees and those individuals designated by the IFNA Executive Committee and/or the Board of Directors.  These expenseswill only be reimbursed when sanctioned by the IFNA Executive Committee or Officers.  Requests for reimbursement must be accompanied by receipts and other pertinent documentation.



Travel



Air:

APEX or Economy fares only.




Train:

1st Class (sleeper not included).




Bus:

Full expenses.




Car:




Hotel



Rates will be paid for IFNA approved or designated hotels.



Meals



There will be no reimbursement for meals other than those that 




are  sponsored by the IFNA.  Any deviation from this policy must




be approved by the IFNA Officers.



Other Expenses



Expenses such as telephone, fax, postage expenses and the ex-




penses for printing IFNA materials will be reimbursed with the




appropriate documentation.



Expenses for entertainment are to be utilized by the members of




IFNA Officers and the IFNA Executive Director with

 

approval of the Officers.

International Federation of Nurse Anesthetists

Expense Form

Purpose of Meeting and dates:

	Travel Expenses
	Currency
	Amount     *Chart number

	
	
	

	
	
	

	Accomodation/hotels/meeting rooms/meals
	
	

	
	
	

	
	
	

	
	
	

	Others/fax/printed material/ telephone/post
	
	

	
	
	

	
	
	

	
	
	

	Total amount to be reimbursement
	
	


	Name:





Address:

	Signature

	Bank Name

	Bank Code

	Bank Account

	Bank Address


*See accompanying Chart of Accounts for appropriate number










APPENDIX D

IFNA

Chart of Accounts

Est. November 2001

The following Chart of Accounts is to be used to identify expenses for reimbursement or payment.  This coding method allows for easier bookkeeping.

Expenses:

101. IFNA Service Agreement

102. Internet, phone, stamps, etc.

103. Bank charges

104. Travel (Air, train, taxi, car, etc.)


1041 Executive Director


1042 President


1043 1st Vice President


1044 2nd Vice President


1045 Treasurer


1046 Education committee member


1047 CPC member


1048 Other

105. Hotel Expenses


1051 Executive Director


1052 President


1053 1st Vice President


1054 2nd Vice President


1055 Treasurer


1056 Education committee member


1057 CPC member


1058 Other

106. IFNA Expenses


1061 Meeting Rooms


1062 Group Meals


1063 Individual Meals

107. External Meetings


1071 Travel (air, train, taxi, car, etc.)


1072 Hotel


1073 Meals

108. IFNA Membership Fees

109. External Services


1091 Professional Services


1092 Bookkeeping and/or Audit


1093 Printing


1094 Other

110. Misc.

                                                                                List of Exhibitor's           APPENDIX E  

IFNA World Congresses

Exhibitor



1997


2000


2002

Abbott




   X


  X


  X

AGA










  X

Alaris










  X

Agilent Technologies





  X

Akzo Organon



   X

American Red Cross




 
 X

Anestat






 
 X

Anesthesia Labels





 X

Anesthesia Medical Systems




 X

Anesthesiology News





 X

Anmedic









  X

Arrow




   X


 X

AstraZenica


 
   X (Astra)

 X (AstraZeneca)
  
  X

Augustine



   X


 X


  X

Barkey Labor



   X

B. Braun/McGaw





 
 X


  X

Baxter Healthcare Corporation



  
 X


  X

Bay Medical






 X

Becton Dickinson









  X

Biotest BRD



   X

Blue Bell BioMedical




 
 X

Bristol-Myers Squibb








  X

Capto










  X

Clinitemp






 X

List of IFNA Exhibitors World Congress (con't)

Exhibitor



1997


2000


2002

Critical Health Systems




  
X

Dale Medical Products





 X


  X

Dräger




   X


 X (N.American)

  X

Datex Ohmeda


 
  X


 X


  X

Diagnostic Ultrasound





 X

Dideco










  X

Dupaco







 X

Engstrom



   X  (Bought by Datex)

Granulab



   X

Gideons International




  
X

GlaxoWellcome






 X

Haemonetics A



   X


  X

Hemocue









  X

Hospal F.



   X

Hudson RCI









  X

ICU Medical






  X

Intersurgical Incorporated


   X


  X


  X (Ltd)

Janssen Cilag


   
   X

Johnson and Johnson Medical



  
  X

Jones Pharma, Inc.





  X

KMI Surgical






  X

King Systems Corporation




                 X

IFNA Exhibitors List, World Congress

Exhibitor



1997


2000


2002

Laerdal










  X

Leopold



 
  X

LMA







  X


  X

Louis Gibeck



   X

Maersk Medical









  X

Malignant Hyperthermia Assoc.



 
 X

Mallinckrodt



   X


 X

Maudrich



   X

Mediplast









  X

Mediscus Aut


   
   X

MedSim






  
X

Medwave





              X

3M Ostereich



   X

MTRE Advances Tech








  X

Nikomed



   X

Novartis Nutrit


   
   X

Novametrix Medical Systems



  
X

Ohmeda



                 X ( Bought by Datex)

Olympus









  X

ORF




   X

Organon






  
X


  X

Pall Filter



   X

Pentax






  
X

Pharmacia



   X

Exhibitors List World Congress (con't)

Exhibitor



1997


2000


2002

Philps Medical Systems








  X

Pocket Brain






  X

Portex










  X

Protocol



 
  X

PVB




  X

Quest Medical





 
 X

Rusch




   X

Salter LABS



   X


  X

Searle







  X

Serres










  X

Siemens



  
 X


  X (Siemens-Elema)
  X

SIMS Level 1, Inc.





  X

Smith Nephew


 
 X

Somanetics Corp.





 
  X

Spacelabs






  X

Steripolar









  X

Techno



  
 X

The Surgical Company








  X

Trademark Medical





  X

Tyco










  X

VBM










  X

Vital Signs



  X





  X

Vygon



 
  X

Welch Allyn, Inc





  
X

Wisepress



   X

Wyeth-Ayerst Laboratories




  X

Zeneca Pharmaceutical


 





















APPENDIX F

Preliminary Request
To
Host the 2014 IFNA World Congress
	National Organization

	

	Proposed Congress Venue (City)

	

	Proposed date(s)-include second and third
choice
· Preferred months are April, May or early June
· Avoid conflict with international religious or national holidays
· Preferred 4 to 5 days, not including pre-congress or post congress IFNA activities
	First choice
Second choice
Third choice

	Contact person of national organization

	Name:
Address:
Telephone:
Fax:
Email address:


	Professional Congress Organizer (PCO)
	Name:
Title:
Address:
Telephone:
Fax:
Email address:



Minimum Site Requirements
Venue-Congress Facility
	· 1 large lecture hall (2,500+ participants)

	

	· 3 lecture halls (500 to 600 participants)

	

	· 3 to 4 smaller lecture halls (100 to 200 participants)

	

	· 1 large room for Gala Banquet (2,000 participants.  This room does not have to be at the congress center.  It can be at an outside venue
	

	· Room for 100 to 150 Posters (this can be within the Exhibit Hall if there is sufficient space
	

	· Administrative Rooms (minimum)
· One for the local organizing committee
· One for the IFNA Executive Staff
	


Trade Show/Exhibit Space
	· Square metres available (minimum 75,000 Square meters)

	

	· Date for exhibit space available for set-up

	

	· Date that exhibit space must be cleared or dismantled.

	

	· Approximate cost per square meter

	

	· Deposit requirements

	


Estimated costs are to be quoted in Swiss Francs, Euro's or US Dollars
Accommodations
	· Hotel Accommodations-(2,000 to 3,000 participants and exhibitors)
· 5 star hotels with number of rooms
· 4 star hotels with number of rooms
· 3 star hotels with number of rooms
· 2 star hotels with number of rooms
· Cheaper accommodations for less developed and developing country representatives.  Include number of rooms
	

	· Name of proposed official hotel and number of rooms
· This hotel would also be used for pre-congress IFNA meetings that would include:
· Meeting room for 40 persons with U shaped table arrangement for two days.
· 2 meeting rooms for IFNA Committees to accommodate 5 to 7 persons
	


Prices
	· Approximate hotel room costs
· 5 star hotel
· 4 star hotel
· 3 star hotel
· 2 star hotel
· Other accommodations
	

	· Approximate cost of Congress Center or facility

	

	· VAT tax impact for Congress

	


Estimated prices are to be quoted in Swiss Francs, Euro's or US Dollars
Transportation
	· International Air Carriers

	

	· Official Airline

	

	· Approximate distance from Congress Venue to hotels

	

	· Approximate distance from airport to selected hotels

	


Language
	· Business languages
· Language in which contracts are written. (English is preferrable)
	

	· Interpretation capabilities at congress venue
· Are booths available?
· Do interpreters have to be brought in from another city?
	


Political/Economic Stability of Country
	· Any current or past Advisories/cautions

	

	· Availability of Embassies and/or consulates

	

	· Import/export restrictions
· Impact for exhibitors
	

	· Immigration requirements and/or restrictions.  This important for if there are any restrictions for IFNA member countries.
	


Level of Outside Support
	Local Tourist Board

	

	National Tourist Board

	

	Local and/or national government

	

	Private

	

	National air carrier

	

	What is the level of interest and support of the national association toward hosting an IFNA World Congress?
What is the number of country members committed to assisting in the planning and implementation of the congress?
	


References
	· List three (3) recent congresses that have been held at this congress venue, including organization, contact person, address, telephone, fax and email address.
	1.
2.
3.



Attachments
	Map of congress venue, including lecture halls, exhibit space, poster area, coffee and lunch breaks

	

	Letter of intent from the national organization requesting to host the IFNA World Congress.

	

	Notes
The approximate costs can represent un-negotiated pricing.
All costs or pricing are estimated and be in Swiss Francs, Euro's or US Dollars.
	


This form can be completed and returned prior to 1 May 2007.  Please return completed form to:
Mr. Pascal Rod

IFNA Executive Director

133 Avenue Irène

78670 Villennes sur seine

France

Fax :  
(33) 1 39 75 47 88

Email :ifna.rod@wanadoo.fr
SAMPLE







APPENDIX  G

To:

Council of National Representatives

From:

Mr. Pascal Rod


Executive Director, International Federation of Nurse Anesthetists

Date:

1 October 2003

Re:

IFNA 10th World Congress

The International Federation of Nurse Anesthetists (IFNA) will now be accepting 
”Requests to Host the IFNA 10th World Congress for Nurse Anesthetists.  The 10th World Congress will be held in 2014.  The preferred months for the congress are April, May and June but the IFNA Congress Planning Committee will consider alternative months should they be suggested.

Enclosed you will find the “Preliminary Request to Host the IFNA 10th World Congress”.  It is this form that will assist the IFNA Congress Planning Committee in selecting those sites that meet the conditions for hosting the World Congress.  The committee may or may not make suggestions for an alternative site if your selected site is not acceptable.

The Congress Planning Committee will be considering the Preliminary Requests at their meeting in June 2007.  It is suggested that you submit your requests to the IFNA Executive Office prior to 1 May 2007.

Mail all “Preliminary Requests to Host the 10th World Congress” to:


Mr. Pascal Rod


IFNA Executive Director


133 Avenue Irène


78670 Villennes sur seine


France

Fax :  
(33) 1 39 75 47 88


Email :
ifna.rod@wanadoo.fr
You will be notified following the Congress Planning Committee meeting.  If selected as a prospective site, you will notified regarding an On-Site Visit to the venue that you selected.

Enclosures:


CPC Preliminary Request to Host the IFNA 10th World Congress

Concept adopted by Congress Planning Committee March 2000

L:\CONGRESS\EDUCATIO\Education Template Congress.doc








Appendix H
International Federation of Nurse Anesthetists (IFNA)
On-Site Evaluation Worksheet

City:_______________________Date:___________________
	Business Language
	Informational Needs
	Remarks

	
	What is the business language?
	

	
	What other languages can be used for contracts and negotiations?
	

	
	Is simultaneous translation needed?
	


	Political/Economic Climate
	
	

	
	Stability of country
	

	
	Available Embassies or Consulates

	

	
	Official Restrictions, i.e. insurance
	

	
	Security issues
	

	
	Current/past travel advisories or precautions?

	

	
	Visa Requirements?
	

	
	Nations excluded for Visa's?

	

	
	Poor relations?

	


	Local Government
	
	

	
	Import/Export Restrictions?

	


	Local Government (con't)
	International Shipping Restrictions?

	

	
	Currency Required for payment?
	

	
	VAT (Value Added Tax)?
	

	
	VAT refunds?

	

	
	Use of Customs Broker?

	


	Board of Tourism
	
	

	
	Availability and degree of support?

	

	
	Promotional Assistance?

	

	
	Advertising Assistance?
	


	Airport Access
	
	

	
	To the city?

	

	
	Airlift?

	

	
	Cost and time from airport to city center?
	


	Other transportation
	
	

	
	To hotels
	

	
	To congress venue
	

	
	Local-Buses, taxis, metro
	

	
	Train availability
	

	
	Train station
	

	
	Off site venues
	

	
	Shuttle services and alternatives?
	


IFNA On-Site Evaluation Worksheet (con't)
	Hotel Package
	
	

	
	Number of sleeping rooms:
	

	
	(((((
	

	
	((((
	

	
	(((
	

	
	((
	

	
	(
	

	
	Available room types:
	

	
	Single
	

	
	Double 
	

	
	Triple
	

	
	Quad
	

	
	Projected range of rates:
	

	
	(((((
	

	
	((((
	

	
	(((
	

	
	((
	

	
	(
	

	
	Alternative housing availabilities?  Hostels, YMCA's, Universities, etc

	

	
	Overall Appearance
	

	
	Amenities
	

	
	Breakfast included?
	

	
	Hotels with refurbishment plans?
When?

	


	PCO
	
	

	
	Will PCO be utilized?

	

	
	Who will select PCO?

	

	
	
	


IFNA On-Site Evaluation Worksheet (con't)
	PCO (con't)
	
	

	
	How long has firm been in business?

	

	
	Is PCO affiliated with Congress Venue?

	

	
	How does PCO handle contracts/agreements?

	

	
	Payment Schedule:
	

	
	Charge for Service:
	

	
	(Percentage or hourly rate?
	

	
	( Commission:
	

	
	Who handles exhibit sales:
	

	
	( Contracted vs. internal
	

	
	(Method of payment/amount
	

	
	Decorator/drayage..commission?

	

	
	Appearance of Office Facilities
	

	
	Computer/internet capabilities
'
	

	
	Would plan to attend IFNA CPC Meetings?
	

	
	Is there an extra change for attending CPC meetings?
	

	
	How is budget prepared, individually/collaboratively

	

	
	
	


IFNA On-Site Evaluation Worksheet (con't)
	PCO (con't)
	
	

	
	Explain Insurance Coverage
	

	
	Relationship of PCO with Congress Venue

	


	Congress Venue
	
	

	
	Size/Capacity of Largest Meeting Room (theatre style)
( Facilities for simultaneous translations
     ( Built in or free standing
(Obstructions, i.e. large posts, etc.
	

	
	Relationship of largest meeting room to rest of facility

	

	
	Number and size of Meeting Rooms for concurrent sessions
(Interpretation facilities?
( Obstructions, i.e. support beams, etc.

	

	
	Number of smaller rooms for office utilization?
(Telephone, computer,internet facilities
	


IFNA On-Site Evaluation Worksheet (con't)
	Congress Venue (con't)
	
	

	
	Ceiling height and lighting in Meeting Rooms

	

	
	Relationship of Meeting Rooms to Exhibit Space

	


	Congress Venue
Exhibit Space
	
	

	
	Size of Exhibit Space in Sq. Metres

	

	
	Ceiling Height and lighting

	

	
	Availability of Services:
( Water
(Electrical Outlets
(Computer Service
	

	
	Cost of Exhibit Space per Sq. Metre:

	

	
	Availability of Food Outlets
(Quality
(Average costs
( Options
	

	
	Refreshment breaks and costs

	

	
	Banquet Facilities
(Availability
(Catering
(Average costs
	

	
	Coffee prices?

	


IFNA On-Site Evaluation Worksheet (con't)
	Unionization
	
	

	
	Are they utilized?
( Are they divided by service?
	

	
	Types of services rendered?
	

	
	Reputation
(Dependability
	

	
	Cost of union services?

	


	Decorators
	
	

	
	Are they present or outsourced?

	

	
	Availability

	

	
	What do they provide?

	


	Audiovisual
	
	

	
	What equipment is built-in?

	

	
	Inhouse or outsourced?

	

	
	Equipment that is available

	

	
	Are simultaneous interpreters local?
( If not, is there restrictions on when they are available and are there extra charges?
( Type of Equipment utilized?
	


IFNA On-Site Evaluation Worksheet (con't)
	Exhibit Sales
	
	

	
	Who is responsible?
	

	
	Collaboration with CPC/IFNA

	

	
	Commissions

	

	
	Location of Sales Office
	

	
	Experience in Medical community
	

	
	History of Medical Meetings
	


	Food and Beverage Facilities
	
	

	
	Size of banquet facility if inhouse
	

	
	Location
	

	
	Costs for Banquet meals
	

	
	Types of beverages available
	

	
	Availability of water
	

	
	Lunch options
	


	Off site venues
	
	

	
	Type of Venue
	

	
	Size of venue
	

	
	Banquet facilities
	

	
	Collaboration
	

	
	Cost of facility
	

	
	Transportation to facility
	


	References
	
	

	
	Most recent Medical Meeting
( Number of participants
	

	
	Contact person:

	


Concept adopted by Congress Planning Committee March 2000

L:\CONGRESS\EDUCATIO\Education Template Congress.doc
Appendix I
IFNA Guidelines for On-Site Visit
IFNA World Congresses
These Guidelines are for the use of the individuals that are making the On-Site Visit for potential IFNA World Congress sites.
City
The site visitors should make the following considerations when visit a prospective site:

Climate:  What is the climate like at the time being considered for a World Congress?

Holidays:  Consideration should be given to local holidays and their impact of business, shopping venues and the availability of local workers

Costs:  Consideration should be given to the costs of having a World Congress at this site in comparison with the costs of other sites.

Transportation:  Consideration should be given to the convenience of air and other transportation into and out of the prospective site.  Is this site readily available to international travel and does it require change of planes and trains.  Would you feel relatively safe using public transportation?

Security and Safety for Participants:  Is there a high crime rate especially for robberies and pick-pockets that might endanger the participants?
Languages

What are the language capabilities of the persons with whom you will be dealing.  How are contracts dealth with, are they available in other languages.  What are the language capabilities of those individuals with whom you will be directly involved, i.e. the local NOC, the Congress Venue, ability to deal with international exhibitors as related to the promoting exhibit sales?  How would the NOC be able to promote the congress at other association meetings?
Financial Arrangments

What are the financial arrangements and how do they operate with the NOC and the IFNA CPC?  What are the banking facilities capable of doing to support the congress?

What is the currency and what is the exchange rate?
Restrictions:

What are the Visa requirements and how might they affect some of IFNA member associations?  Would any of the IFNA member countries be excluded from attending?  What is the status of this countries relationships with other countries.  Have there been recent demonstrations or violence within the country.

Are unions involved and are there frequent demonstrations and strikes that could greatly impact the IFNA Congress?
Customs considerations:

Would there be barriers to import and export equipment, promotional materials and exhibits?  What international shipping companies might we be working with?
The Venues: 
What is the general appearance of the hotels and congress venue?  What are the personalities of the individuals that one will be working with at the various venues.  Is this someone that you feel that you can trust and work with over the course of several years?
Support Systems:

Consideration should be given to the various groups with whom the IFNA will be collaborating.  Is the NOC dependable and trustworthy, is the city and the local tourist board, the venue itself appear to be supportive?

Are the simultaneous interpreters readily available at this venue or do they come from another city or country?  How might this impact a congress depending on their support and availability.  How might it impact the costs of their services.

Is the equipment used for simultaneous interpretation in good repair and dependable?  Is it outdated?  Is it built into the meeting rooms being utilized or will it be necessary to install translation booths?  If booths are going to utilized, how will they impact the capacity of the meeting rooms?
The General Feeling:

What is your general feeling of the city, the various prospective venues, the hotel accommodations (all categories)?  Is this a place where you would like to spend a week and feel safe and comfortable?

It is highly recommended that site visitors have the opportunity to be on their own, to experience the city, without escorts, to eat at restaurants that have not been selected by the hosts, to use public transportation and to use the local taxi's.  This allows the site visitor to experience their own comfort zones.

Sample





Appendix J
To:

IFNA Council of National Representatives (CNR)
From:

Karsten Boden
Chairperson, International Federation of Nurse Anesthetists (IFNA) 8th World Congress for Nurse for Nurse Anesthetists
Date:

XXXXX
Re:

IFNA 8th World Congress for Nurse Anesthetists "Call for Papers"
The time has arrived to consider presentations for the IFNA 8th World Congress for Nurse Anesthetists.  We are pleased to announce that papers for Free Communications and the Poster Session are currently being accepted.  Nurse anesthetists and nurse anesthesia students are encouraged to submit their papers to be presented as either Free Communications or as a Poster.  The deadline for requesting to present a paper is XXXX and the abstracts for the presentations will be due by XXXXX.  The IFNA 8th World Congress will be held, in Lausanne Switzerland, from 8-12 June 2003.  All presentations will be judged by representatives selected by the IFNA Education Committee.  The congress website is:___________.
Please convey this information to your members and students.  We are looking forward to a great response from practicing nurse anesthetists and students.  Lausanne is a beautiful city with a rich culture, convenient transportation, wonderful cuisine, and friendly people.  Interested individuals should use the information list that is enclosed.
Please submit your requests and abstracts to:

Mr. Karsten Boden

Jurastrasse 24

5442 Fislisbach

Switzerland

Email:  

Fax:

Telephone:

APPENDIX K
International Federation of Nurse Anesthetists (IFNA)

World Congress for Nurse Anesthetists
Free Communications Judging Form

Day___________________________________

Title________________________________________________________________

Name of Presenter_____________________________________________________

	Category
	Adequate

1
	Average

2
	Good

3
	Excellent

4
	Outstanding

5

	Extent to which objectives were met
	
	
	
	
	

	Relevance of content to practice
	
	
	
	
	

	Quality of Audiovisuals
	
	
	
	
	

	Organization of Material
	
	
	
	
	

	Clarity of Presentation
	
	
	
	
	

	
	
	
	
	
	

	Total Number of Points =_______________________


Additional Comments:
         SAMPLE




APPENDIX L
IFNA 8th World Congress
Willingness to Serve as a Judge for 
The Free Communications and Poster Session
Name:
____________________________________
Address:
____________________________________
____________________________________
____________________________________
(Please be sure to include your Postal Code)
Telephone:

(___)______________________________________

Home:

(___)______________________________________

Work:

(___)______________________________________

Fax:

(___)______________________________________



Please include the Country Code and City Code)
E-Mail:

___________________________________________
I read and speak the following languages:

English___



German___

French___



Spanish___

Other languages________________________
Please return this form, by September 1, 2005 to:
Sandra M. Ouellette, CRNA, MA
Chairperson, IFNA Education Committee
183 Heatherton Way
Winston-Salem, NC  27104
USA
Fax: +(336-716-1412
Email: souellet@wfubmc.edu






SAMPLE 


Appendix M





For Country Representatives

Ms Susana Anang

IFNA Country Representative

P.O. Box CE11974

Community 11 Post

Tema

Ghana

Dear Ms. Anang


On behalf of the International Federation of Nurse Anesthetists (IFNA) I invite you to attend the IFNA 7th World Congress, to be held 8-12 June 2002 in Helsinki, Finland at Finlandia Hall.

As the IFNA Representative, you are mandated to attend the IFNA the Open Forum, 7 June 2002, and the IFNA CNR Meeting on 8 June 2002.

This invitation does not include your costs for transportation to and from Helsinki or your hotel accommodations.  Your registration fee for the 7th World Congress and the costs for the Gala Banquet will be waived.

It is important that you seek your visa to attend these meetings at your earliest convenience.

If you should need further information or assistance, please contact me at:

I look forward to hearing from you and to seeing you in Helsinki.

Sincerely,

Mirjam Laisalmi

Chairperson, IFNA 7th World Congress

Telephone, fax email etc.

SAMPLE

Date






Appendix N

Mr. John Doe

2002 Anesthesia Drive

Anywhere,

The World

Dear Mr. Doe:

I take this opportunity to invite you to attend the 7th World Congress for Nurse Anesthetists.  The congress will take place from 8-12 June 2002 in Helsinki, Finland at Finlandia Hall.

Please note that this invitation does not provide any financial assistance.  You will be required to provide your own transportation, registration, hotels accommodations and food expenses.  Payments for these expenses must be in Euro's.

Highlights of the congress include:

Clinical Sessions:  Include daily presentations by invited speakers and Free Communications.

Exhibits:  There will be exhibits related to the practice of anesthesia throughout the venue.

Gala Banquet:  If you wish to attend the Gala Banquet you will need to purchase a ticket

If you will need a Visa for entry into Finland, I would advise you to start that process at your earliest convenience.  We will be unable to assist you after     DATE…..

We look forward to hearing from you and to seeing you at the 7th World Congress.  If we can be of further assistance please contact………….telephone, fax etc.

Sincerely,

Mirjam Laisalmi

Chairperson, 7th World Congress

Telephone, fax and email




APPENDIX O

International Federation of Nurse Anesthetists (IFNA)

World Congress for Nurse Anesthetists

Poster Judging Form 

Poster Number______________

Title____________________________________________________________________

Name of Presenter(s)______________________________________________________________

	Category
	Adequate

1
	Average

2
	Good

3
	Excellent

4
	Outstanding

5

	Appearance


	
	
	
	
	

	Design


	
	
	
	
	

	Tables/Graphs/Ilustrations


	
	
	
	
	

	Revelance to Practice


	
	
	
	
	

	Results & Implications
	
	
	
	
	

	Clarity
	
	
	
	
	


Total Number of Points=__________________

Additional Comments:

________________________________________________________________________________________________________________________________________________








Appendix P

Exhibitors Evaluation Report

 No. IFNA World Congress 

Date:_________________

1. Did you attain your objectives for exhibiting at this congress?  Yes____No___

2. In what category would you place your objectives?

A.
Sales____



D.
Public Relations___

B.
Advertising___



E.
Market Research___

C.
Education___



F.
Other (please Describe)___

3. Would you exhibit at this congress if your competitors did not?  Yes___No___

4.
Please list three other international meetings where you exhibit for anesthesia products.


A.


B.


C.

5.       How would you rate the layout for exhibits for:

A.
Traffic flow


Very good___Good___Fair___Poor___

B.
Proximity to meeting rooms
Very good___Good___Fair___Poor___

C.
Food/Beverage sites

Very good___Good___Fair___Poor___

If you rated any of layout "poor" please explain:

6.       Did you experience any unsatisfactory exhibitor services?

Yes____No___   If yes, please describe:

7.
Please rate the following:

A.
Registrants interest in your exhibit.
Very good___Good___Fair___Poor___

B.
Registrants traffic flow


Very good___Good___Fair___Poor___

C.
Quality of inquiries


Very good___Good___Fair___Poor___

D. Member participation


Very good___Good___Fair___Poor___

7.   Most Registrants visited our Exhibit between:

A.  Sunday

Times:

B.  Monday

Times:

C.  Tuesday

Times:

8. Please rate the following:

Very good

Good

Fair

Poor

Assigned booth space

________

____

___

___


Exhibit Hours


________

____

___

___


Layout for Exhibits

________

____

___

___


Ease of Booth Identification
________

____

___

___


Food/Beverage Services

_______

____

___

___


Janitorial Service

_______

____

___

___


Security


_______

____

___

___


Decorating Service

_______

____

___

___


Congress Management

_______

____

___

___

9. What additional features would you like to see added to this congress?

Company:____________________________________________

Report Completed by:___________________________________

Title:_________________________________________________

                                                                        APPENDIX Q

IFNA Congress Participant Evaluation Form

Date;_________________

	Registration

Evaluate the process that you used
	Poor
	Fair
	Good
	Very Good

	Registration via the web
	
	
	
	

	Registration via e-mail
	
	
	
	

	Registration via telephone
	
	
	
	

	Registration via fax
	
	
	
	

	Registration by regular mail (post)
	
	
	
	


If you encountered any problem with your registration, please explain:

	Hotel Accommodations
	Poor
	Fair
	Good
	Very Good

	Ease of making reservations
	
	
	
	

	Satisfaction with hotel accommodations
	
	
	
	

	Cleanliness of hotel accommodations
	
	
	
	

	Distance between hotel and congress venue
	
	
	
	


Did you make your hotel reservations through the Congress Secretariat?  Yes___No___

If you rated any of the hotel accommodations a “Poor”, please explain:

	Congress Venue
	Poor
	Fair
	Good
	Very Good

	Adequate meeting rooms
	
	
	
	

	Simultaneous interpretation
	
	
	
	

	Opening Ceremonies
	
	
	
	

	Closing Ceremonies
	
	
	
	

	Convenience of program scheduling
	
	
	
	


	Social Program
	Poor
	Fair
	Good
	Very Good

	Evening Programs
	
	
	
	

	Arranged Tours
	
	
	
	

	Opening Reception
	
	
	
	

	Others
	
	
	
	


Comments regarding the Social Programs:

IFNA Congress Participant Evaluation Form (con’t)

	Scientific Sessions

List each Session individually
	Poor
	Fair
	Good
	Very Good

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please list some topics that you would like to see discussed at the next IFNA World Congress:

	Other Sessions
	Poor
	Fair
	Good
	Very Good

	IFNA Sessions
	
	
	
	

	IFNA Educators Session
	
	
	
	

	Workshops
	
	
	
	


Please list any topics that you would like to have discussed in the IFNA Sessions, Educators Sessions or Workshop
	Other comments
	Poor
	Fair
	Good
	Very Good

	The host city
	
	
	
	

	Safety
	
	
	
	

	Climate
	
	
	
	

	Cleanliness
	
	
	
	

	Air Conditioning
	
	
	
	

	Restaurants
	
	
	
	

	Exhibits
	
	
	
	


Other comments:

1. Was this the first time that you attended an IFNA World Congress?

Yes___ No___

If you have attended an IFNA World Congress before, how many have you attended?____

If this was the first time you attended an IFNA World Congress, did you find it to be a positive experience?  Yes___ No___

2. Whether you answered the above questions either yes or no, would you plan to attend another IFNA World Congress?  Yes___No___

3. Did you make any acquaintances with your international colleagues?  Yes___No___

Thank you for completing this form.  Your evaluation of the congress is very important to the Congress Planning Committee (CPC) and the National Organizing Committee (NOC).  It will assist us in developing future congresses.

Any or all of the following is optional:

Name:______________________________________________

Address:____________________________________________

Fax or email address:_________________________________







Appendix  R

Marketing Plan

IFNA World Congress

I.
3 Years before Scheduled Congress

A. Begin Negotiations with companies, local and international

1. Sponsorships

2. Exhibition

B. Begin considerations for marketing at IFNA National Association Meetings

C. Obtain dates for IFNA National Association Meetings

D. Initial development of alternative methods for promoting congress in Asian, African and Eastern European member countries

II. 2 Years before Scheduled Congress

A. Continue negotiations with companies

B. Select countries for marketing at national meetings

1. Central Europe

2. Nordic Countries

3. Inter-Nordic Meeting

4. North American meetings

C. Develop plan for methods of marketing to Asian, African and Eastern European Member organizations

D. Consider attending European companies and Medical Meeting Expo's.

III. 1 year before Scheduled Congress

A. Continue negotiations with companies

B. Select Countries for marketing at national meetings

1. Europe

2. Nordic countries

3. North American meetings

C.
Further considerations to marketing to Asian, African and Eastern European national meetings.

                           APPENDIX S

Responsibilities of IFNA Country Representatives

For the IFNA 

World Congresses

Day 1: (3 days before the Opening of the Congress)

· Arrive in venue city

Day 2:


(
IFNA Open Forum

Day 3:

· IFNA Council of National Representatives (CNR) Meeting

Day 4:
First day of Congress


Morning:

· Official photos

· Possible rehearsals for Opening Ceremonies

Afternoon:

· Opening Ceremonies

· Opening of Exhibits

Day 5:

· IFNA Session (morning)

· Scientific Session, your choice

Day 6:

· Education Session (morning)

· Scientific Sessions, your choice

Day 7:


Morning and afternoon


(Scientific Sessions, your choice


Afternoon/Evening


(
Closing Ceremonies and Gala Banquet

· Gala Banquet

Registration

All members of the CNR are responsible for submitting a Registration Form.  Registration fees for members of CNR are waived, only if the country representative attends the IFNA Open Forum and CNR Meeting.  Registration forms are provided by mail or through the congress website.

Hotel Arrangements

All country representatives are responsible for making their own hotel arrangements.  While there is an appointed "Official Hotel", it is not required that members of the CNR stay in this hotel.  It is recommended that members of the CNR arrange to stay at one of the Congress Hotels.  The IFNA has arranged for all categories of hotels and alternatives.  It is in the best interest of the IFNA if all members of the CNR stay at one 

Responsibilities of Country Representatives (con't)

of the Congress designated hotels.  Please reserve your hotel as soon as possible.  It is easier to change an arrival and departure date than to wait until the last minute to reserve your room.

Letters of Invitation

Those CNR members requiring a Letter of Invitation will be sent an Official Letter of Invitation.  It is important that you request the Letter of Invitation in time to receive a Visa and to allow for mail delivery of the Letter of Invitation.  Letters of Invitation must come from the country hosting the congress, not from the IFNA Executive Director or the IFNA President.  Letters of Invitation must come from the Congress Chairperson.

If a letter to your Ambassador is required, it is the responsibility of the CNR member to notify the Congress Chairman of this need including the name and address of the Ambassador.  Please allow adequate time for the letter to be sent.  Many times, these letters cannot be sent by email or fax, only the original letter is acceptable.

Congress Final Program and Promotion

The final congress programs will be delivered to the Country Representatives.  It is the duty of the Country Representative to distribute and to collaborate in the promotion the final program that will contain the Congress Registration Form and the Hotel Reservation Form.  This can be done at a national meeting or mailed to the national association members or they can be included in a national newsletter or journal.  Please inform the Congress Chairman of the times for your national meetings, mailings, etc. so that the Final Congress Program can be delivered in a timely manner.  

Country Representatives Responsibilities

The Congress Chairman will have an up to date copy of the CNR Address List.  If you have moved or changed addresses, please notify the Congress Chairman so that they will have an up to date IFNA Address List.

If you are unable to attend the congress, please designate an alternate representative from your country.  This will enable the alternate to have their registration fee waived and to represent your country at the CNR Open Forum and CNR Meetings.

If your are unable to attend the congress and no else from your country will be attending the congress, please notify the IFNA Executive Director with the name of your proxy.

If your country is sponsoring a speaker for the congress, please notify the Congress Chairperson of their name, address, telephone, fax or email address and the title of their presentation in a timely manner so that the speaker can be in communication with the Congress Chairperson.  Please make it clear that your association will be assuming the expenses for the speaker(s).

If your country has a speaker for a specific presentation but cannot afford to sponsor the speaker, please notify the Chairperson of Congress so that arrangements can be made for the speaker.  Please make it clear that your country cannot assume the responsibilities for the speakers reimbursement.

Recommendations for speakers should be submitted at least 24-30 months prior to the congress.

If the speaker is not accepted for the presentation, he/she will be informed by the Congress Chairperson.

Responsibilities of Country Representatives (con't)

Free Communications

Free communications are open to everyone.  A selection process for Free Communications has been developed to that there is a balance with regards to topics.  Presentations for Free Communications will not receive any reimbursement.  All abstracts must be submitted by an assigned date.

Poster Sessions

All individuals can submit a poster for this session.  A selection process for posters has been developed.  Poster abstracts must be submitted by an assigned date.
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