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What is this Guideline for?

This guideline provides practical guidance for organising an IOBC-WPRS meeting and is intended to help
those who have never organised an international meeting before. Planning should begin approximately 12-
18 months before the meeting, depending on its size and complexity. A suggested planning timeline is
provided at the end of this document.

The roles and responsibilities for organising the meeting are structured as follows:

Local Organiser  Logistics, contracts, local budget, sponsorships.
Convenor Scientific programme, announcements, and the IOBC-WPRS Bulletin.

Liaison Officer Represents the IOBC-WPRS Council and provides any kind of support on request.
Supervises and assists in any elections during the meeting.

If questions arise, the Local Organiser should seek guidance from the Convenor and if the Convenor has
guestions, they should be addressed to the Liaison Officer.

This guideline focuses on operational aspects of organising an IOBC-WPRS meeting. Formal rules
regarding governance, finance and membership are defined in the 10BC-WPRS Convenor's
Handbook and take precedence where applicable.

Quick Reference:

Start planning 12-18 months before the meeting

Prepare a preliminary budget and identify potential sponsors
Secure venue and accommodation

Set up the meeting website and launch first announcement
Launch second announcement

Open registration

Monitor registrations and finances in collaboration with the Treasurer
Confirm logistics

Send final participant information

Conduct the meeting

Complete reporting and publication of the IOBC-WPRS Bulletin

Initial Planning and Organisation

Venue Selection

The venue should provide adequate lecture halls, including the possibility of multiple rooms for parallel
sessions if required, sufficient space for poster presentations, and appropriate accommodation options for
participants. Registration fees should not be linked to accommodation bookings.

As IOBC-WPRS promotes environmentally responsible meetings, preference should be given to venues
and accommodation that are easily accessible by public transport.

A list of recommended hotels or other accommodation options should be included in the second
announcement. Hotel reservations should remain the responsibility of the participants.

https://www.iobc-wprs.org/ Page 1 of 8


https://www.iobc-wprs.org/
https://iobc-wprs.org/member-area/iobc-wprs-convenor-and-council-members/#convenors_handbook
https://iobc-wprs.org/member-area/iobc-wprs-convenor-and-council-members/#convenors_handbook

Guidelines for Organising an IOBC-WPRS Meeting

IOBC-WPRS

Preliminary Budget Planning

A draft budget should be prepared as early as possible, ideally before the first announcement is circulated.
The budget should include all expected expenses and sources of income. Typical costs may include venue
rental and technical equipment, catering, expenses for invited speakers, and excursions or technical visits.

Registration fees should be calculated carefully based on realistic estimates of the number of participants.
Different registration categories may be considered, e.g. regular participants, students, accompanying
persons, and early-bird registration.

Detailed financial rules (e.g. fee categories, reductions, and transfers) are defined in the IOBC-WPRS
Convenor's Handbook and summarised in Finance Framework in this guideline.

Fundraising

Seeking sponsorship can help reduce registration fees and enhance the meeting programme. The Local
Organiser is encouraged to appoint a person to coordinate fundraising activities, ideally someone who is
active in the relevant scientific community or country and has access to personal and institutional networks.
Personal contacts are often more successful than unsolicited funding requests, and fundraising should
ideally begin at least one year before the meeting. Possible sponsorship opportunities include support for
the reception, conference dinner, abstract book, or student travel grants. Potential sponsors may include
universities, ministries, agricultural organisations, producer associations, exporters, environmental
initiatives, and relevant companies.

Local Organising Team

Organising a successful meeting requires a dedicated team with clearly defined roles. Responsibilities may
include, amongst other things:

Registration management
Sponsorship and finances

Website and communication

Social and cultural activities
Technical excursions

Banquet and catering arrangements

Organisers should decide early on how registration fees will be collected and who will manage the financial
administration. If online payment systems or credit card payments are required, it is advisable to engage a
professional conference management company or to seek institutional support. Regular meetings of the
organising team are recommended throughout the preparation period.

Scientific Programme Coordination

The Convenor is responsible for establishing a Scientific Committee for the WG-Meeting and is chair of
this committee. Usually, Subgroup Convenors and/or Deputy Convenors also join the Scientific Committee,
along with the Local Organiser and academic staff from the Local Organiser’s institution. The Liaison
Officer may as well be included into the Scientific Committee.

The first activities of the Scientific Committee include the definition of a meeting title and drafting a
preliminary programme which determines the overall duration of the meeting. The Convenor and the
Scientific Committee should collaborate closely with the Local Organiser on invited speakers and the
overall scientific programme. The number of invited speakers and the extent of the financial support
provided will depend on the available budget and sponsorship income.
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It is important that a meeting website, containing title, date, and venue as well as contact details of the
Convenor and the Local Organiser as minimum information, is set up as soon as possible during the
planning phase, preferably before sending out the first announcement of the meeting.

The 10BC-WPRS Webmaster (webmaster@iobc-wprs.org) should be informed prior the send out of the
announcements about: title, date, venue, contact person(s), and a key visual. The Webmaster will post these
details on the IOBC-WPRS website. As soon as the meeting website is up and running and the deadlines
are defined, the Webmaster will also announce the meeting via the IOBC-WPRS social media channels.

Finance Framework

A clear financial framework should be established early in the planning process.

Minimum Attendance

Before registration opens, a minimum number of paying participants must be defined. This threshold
determines the financial viability of the meeting. If this number is not reached by a predefined deadline, the
meeting must either be cancelled or converted to an alternative format (e.g. a virtual meeting). This
condition must be explicitly stated in all registration materials.

Budget Responsibility

The Local Organiser is responsible for implementing the operational budget in coordination with the
Convenor. All expected costs and income must be included in the preliminary budget.

The budget must cover all expected expenditure, including venue costs, catering, technical equipment,
administrative services, invited speakers, and unexpected costs. Income sources typically include
registration fees, sponsorships, institutional support, and exhibitor contributions. IOBC-WPRS is providing
funds to each WG meeting, based on the number of attendees in past meetings, and subject to approval by
the General Assembly. The Local Organiser should consult the Convenor or Liaison Officer for the actual
amount of funding provided. The Local Organiser should request the IOBC-WPRS funding after the second
announcement has been circulated by contacting the treasurer of IOBC-WPRS (treasurer@iobc-wprs.org).

It is important to note that IOBC-WPRS is not compensating for monetary losses arising from meeting
organisation, meeting activities or from cancellation of a meeting. It is the responsibility of the Local
Organiser to keep the balance of the meeting. It is recommended that the Local Organiser negotiates an
insurance for unforeseen financial problems with her/his institution.

Registration Fees

Registration fees should be calculated based on realistic participation estimates (usually 15-20% below the
expected attendance) to ensure full cost coverage. Fees must include:

e Conference facilities and services, excursions or field visits
e Coffee breaks and lunches
e Administrative and technical costs

It is important to note that the Convenor is participating free of costs, i.e., he gets a waiver for the
registration fee and travel and accommodation costs are also covered by the meeting budget.

Similarly, the Liaison Officer gets a waiver for the registration fee. However, travel and accommodation
costs of the Liaison Officer is covered by IOBC-WPRS and do not need to be covered by the meeting
budget.
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Reduced fees should be offered to IOBC-WPRS members and students. There must be a clear difference
between member and non-member fees. IOBC-WPRS members receive a minimum registration fee
reduction of 120 €, while students receive a reduction of approximately 40-50% (calculated on the non-
IOBC member fees). The aim is to encourage student participation in our meetings.

The organisation of the meeting will be easier and more financially secure if an accurate estimate on the
number of participants is available as early as possible. This is why there should be a clear difference (not
less than 100 €, ideally more) between ‘early’ and ’late’ registration fees, to encourage registration well in
advance of the meeting date.

For payments by credit card or direct bank transfer, it should be ensured that all commission costs should
be charged to the payer and the net amount of the fee is credited to the meeting organisation.

Participants paying the non-member fee are entitled to receive a free IOBC-WPRS membership for the
calendar year in which the meeting is held. For meetings held after 1 September, participants paying a non-
member fee are entitled to receive a free IOBC-WPRS membership covering the remainder of the year of
the meeting and the following year. To cover the costs of these memberships, the Local Organiser must
transfer 90 € per non-member participant to the IOBC-WPRS treasurer (treasurer@iobc-wprs.org) no later
than ten days after the meeting closes.

Example of a possible fee structure

Participant Category Registration fee Registration fee
Early Late
(6 months before the meeting)
IOBC-WPRS Member (reduced fee) €300 € 400-450
Non-10BC-WPRS member € 420* (or more) € 520-570* (or more)
Participating Student €200 € 250-280

*From this amount, 90€ go back to IOBC-WPRS, the rest remains within the meeting budget.

Refund Policy

A written refund policy must be published before registration opens. This policy must clearly define the
deadlines for full and partial refunds, the conditions for no refund, and how bank or processing fees are
handled, including in force majeure situations.

Announcements

First Announcement

The first announcement should be distributed approximately 18-12 months before the meeting. It is sent by
the Convenor, with the Local Organiser clearly indicated as the contact person.

The announcement must include:

Date and venue

General topic and scope of the meeting

Key attractions of the location

Preliminary practical information (e.g. travel and accommodation)

Link to the meeting website (if already available) or to the IOBC-WPRS event calendar,
https://iobc-wprs.org/meetings/
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The distribution list should include IOBC-WPRS members, relevant scientific networks, and researchers
active in the field. These can be identified through institutional contacts and scientific databases where
appropriate. The Convenor maintains and updates a list of meeting participants to previous WG meetings,
forming the basis for the distribution list.

Second Announcement

The second announcement should be distributed approximately 12-9 months before the meeting, providing
full details of the meeting, including:

Link to the meeting website

Registration fees and deadlines

Membership information and benefits

Refund policy

Abstract and full papers submission procedure and deadlines

Information on the compilation of the Bulletin, including deadlines

Detailed travel information

A list of suggested hotels or accommodation options (participants are responsible for their own
bookings)

e Scientific and social programme, excursions (if available)

All materials should be reviewed by the Liaison Officer to ensure the correct use of logos and compliance
with IOBC-WPRS fee and membership rules. The Liaison Officer should always keep track of the meeting
preparations and stay in regular contact with the Convenor to ensure that the meeting timeline is met.

It must be clearly explained that non-members paying the full fee are entitled to receive a one-year-free
IOBC-WPRS membership. Activating this membership does, however, require an additional registration
step on the IOBC-WPRS website. At the plenary session of the meeting, the Liaison Officer provides all
necessary information on the registration procedure for non-member meeting participants.

Registration Phase
The registration process includes managing participants, handling payments, and verifying memberships.

Registration systems should ensure that payments are processed securely and efficiently. The use of
professional registration platforms or institutional systems is recommended, particularly when credit card
payments are accepted.

The registration form should collect all information required for meeting administration, including
participant contact details, presentation type, and the selected registration category (e.g. IOBC-WPRS
member, non-member, or student).

Membership verification should be performed on a regular basis throughout the registration period. The
Local Organiser should regularly provide the Convenor with an updated list of participants registered as
IOBC-WPRS members. The Convenor verifies membership status using the official 10BC-WPRS
membership database (https://iobc-wprs.org/iobc-membership-export.php) and consults the Treasurer
(treasurer@iobc-wprs.org) whenever clarification is required. A provisional list of meeting participants
should be sent to the Treasurer approximately one week before the meeting for final membership
verification. This allows incorrect registrations to be identified and corrected before registration closes and
the meeting starts, helping to avoid administrative work associated with changing registration categories
after payment has been consolidated.

The official membership list contains confidential information and must not be distributed to the Local
Organiser by the Convenor.
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Following the meeting, and no later than ten days after its closure, the Treasurer (treasurer@iobc-wprs.org)
must receive the complete final list of participants, including their registration categories (member, non-
member, or student), to ensure the correct allocation of membership fees and the processing of
complimentary one-year memberships for eligible non-members. At the same time, full instructions must
be given to the Treasurer on data to indicate in the IOBC-WPRS invoice that she/he will produce for the
transfer of 90€ per each non-member participant.

Final Preparation

The final preparation stage begins approximately 3 months before the meeting, ensuring that all scientific,
technical, and logistical elements are finalised. The scientific programme must be finalised by the Convenor
and the Scientific Committee. Chairs for the sessions have to identified and asked for approval. A slot for
an IOBC-WPRS business meeting has to be scheduled, to provide space for eventual Convenor elections,
discussion on the next meeting venue, etc. If applicable, student presentation/poster competitions have to
be organised (timeslots, jury, awarding ceremony).

Participants have to be informed about acceptance/ rejection of their oral presentations and posters, and on
eventual changes from oral to poster presentation.

Participants have to be provided with instructions and a deadline for Bulletin contributions (see below). If
the Bulletin is published as Preceedings, the submission process has to be started at least 6 months before
the meeting, in order to allow for a thorough reviewing process.

Participants should receive a final information package 2—-3 weeks before the meeting, including:

Travel and arrival instructions

Local practical information (currency, weather, transport)
Digital programme and abstract booklet
Recommendations on what to bring

A communication strategy must be in place for the meeting, including:

Designated responsibility for social media
Communication channels and rules

Guidance on photography and sharing of presentations
Protection of unpublished data

All contracts with venues, service providers, and suppliers must be confirmed and reviewed.

The technical infrastructure (rooms, projection, sound systems and registration desk equipment) should be
fully tested prior to the meeting.
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Meeting and Post-Meeting Obligations
During the meeting, the Local Organiser must ensure adequate operational support, including:

Staffing of the registration desk

Room management and technical support

Rapporteurs for workshops (if applicable)

Coordination of invited speakers

Event documentation (e.g. photography, if approved). A group photo for documentation is
highly recommended.

A short coordination meeting of the organising team at the beginning and end of each meeting day is
recommended to review the programme and resolve logistical issues.

After the meeting, the Local Organiser must:

e Submit the full participant list to the IOBC-WPRS Treasurer (treasurer@iobc-wprs.org),
including membership and payment categories

e Transfer the non-member participation fees (90€ per non-member participant) to the treasurer,
after the treasurer has approved the participant list and issued the corresponding invoice

e Provide a complete financial report of income and expenditure to the treasurer

After the meeting, the Convenor must:

e Remind meeting participants to send in Bulletin contributions, review the submissions with the
help of the Scientific Committee and with support of the Publication Commission

e Ensure that publication-related materials (Bulletin contributions, preface by the Convenor and
the Local Organiser, picture for the title page, group photo) are delivered to the Publication
Commission within 6 months after the meeting (editor@iobc-wprs.org)

Accurate and timely reporting is essential for financial closure of the meeting and membership
administration.

Publication Handling
Each IOBC-WPRS meeting should result in the publication of an IOBC-WPRS Bulletin.

To ensure the timely publication of meeting results, the Convenor is strongly encouraged to establish a
publication schedule that requires authors to submit their full papers or extended abstracts before the
meeting, ideally several weeks in advance. Experience has shown that collecting manuscripts after the
meeting often leads to substantial delays in publication. Early submission also enables the Bulletin to be
published as pre-proceedings or shortly after the meeting, ensuring the rapid dissemination of scientific
results. Submission of a manuscript before the meeting may therefore be made a prerequisite for inclusion
in the final programme and for presentation at the meeting.

The Convenor should contact the Publication Commission about 6 months prior to the scheduled
publication date. Detailed instructions for Convenors as well as for authors, together with templates are
available on the 1I0BC-WPRS website: https://iobc-wprs.org/publications/iobc-wprs-bulletins/#how-to-

publish.
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Suggested Planning Timeline

Time before meeting | Activities

18-12 months Select venue, establish organising committee, prepare preliminary budget,
begin fundraising, define meeting dates, inform the webmaster and publish the
first announcement.

12-9 months Publish the second announcement, launch meeting website, identify invited
speakers, obtain venue quotations.

9-6 months Secure sponsorship, finalise registration fees, prepare the second
announcement, open registration and abstract submission.

6-3 months Monitor registrations and budget, confirm invited speakers, accept/reject
contributions of participants; organise catering, technical visits and social
programme.

3-1 months Finalise the scientific programme, assign session chairs, confirm technical
equipment, verify registrations.

2-1 months Send final participant information, prepare badges and conference materials,
test audiovisual equipment, confirm all service providers.

Meeting Operate registration desk, support scientific sessions, coordinate logistics,
document the meeting, group photo.

After the meeting Finalise financial reporting, submit participant list, transfer membership fees,
coordinate publication of bulletin.
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