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Executive Overview
The annual FAOPMA-Pest Summit Conference is the largest pest management event within
the Asian/Pacific/Indian region.
Being awarded the annual event is a great honour and allows the local Association to
showcase their nation, their cultural values, their unique foods, and distinctive local
attractions.
Hosting the annual FAOPMA-Pest Summit Conference comes with great responsibilities. It is
critical that the core values of FAOPMA are promoted, notably the advancement of the
professional pest management industry through the mutual exchange of knowledge,
information, and experiences. It is important to note that the Associations that make up the
FAOPMA family are responsible for protecting the lives and homes of over four billion
people. As a consequence, FAOPMA also wishes to encourage the improvement of key
Social and Environmental issues.
Holding a meeting for 2-3,000 delegates poses enormous logistical challenges and few
people will have the experience of hosting an event of such a magnitude. In recognition of
this, FAOPMA has developed the Guidelines for Hosting the Annual FAOPMA-Pest Summit
Meeting. These Guidelines aim to help the host country in the planning, execution, and the
reviewing of the annual conference. Some aspects within these guidelines are a requirement
of the host Association, however many sections are included simply to provide assistance.
FAOPMA recognises that every nation is unique and the hosting Association will provide
their own local ‘spirit’ to their meeting. This is what makes the annual FAOPMA-Pest
Summit event the most special pest management conference in the world. These Guidelines
will help to ensure that all who attend the annual meeting will have fond memories of the
event, and that the meeting will continue to grow in the years ahead.
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Guidelines for Hosting the Annual FAOPMA-Pest Summit Meeting
Version 1 (26/Nov/2021)

Background
Each year a conference is held under the joint banner of the Federation of Asian and
Oceania Pest Managers Associations (FAOPMA) and Pest Summit Alliance. This is now
known as FAOPMA-Pest Summit. This conference is one of the biggest events worldwide in
the annual calendar of pest management meetings. The conference is always hosted and
organized by one of the FAOPMA member countries and is supported by FAOPMA.
It is recognised that holding a conference of such a scale is an incredibly daunting task and a
major logistical feat that will require the involvement and cooperation of numerous
individuals.
It is important to recognise that people attend conferences for different reasons. Some are
interested in business aspects and their attention tends towards the trade display. Others
are hungry for knowledge and their focus is on the scientific program. Others may wish to
network and catch up with old friends and colleagues. A good conference must cater for all
these groups and not concentrate on just one element at the expense of others.
Past conferences in the region have helped to develop the ‘spirit’ of FAOPMA: namely one
of cooperation and sharing, quality pest management, industry advancement and
promotion, and ultimately the preservation of the health of the public we aim to protect. In
these regards, many long lasting friendships amongst industry leaders and supporters, from
both within the region and globally, have been fostered by FAOPMA-Pest Summit
conferences. These friendships, based on common interest of the pest management
industry, have without question, lead to an improvement and strengthening of the pest
management industry, not just within the FAOPMA region, but globally as well.
To assist future host countries of these events, a subcommittee under the auspices of the
FAOPMA Executive Committee has developed these Guidelines for Hosting the Annual
FAOPMA-Pest Summit Meeting. What follows is an aid to help FAOPMA host country
members to run FAOPMA-Pest Summit conferences smoothly and to achieve an outstanding
success. This then ensures a memorable experience for sponsors, speakers, exhibitors, and
all attendees, and helps to ensure the continuing support of sponsors, exhibitors, and
delegates.
While some sections of what follows is advisory, many aspects are conditional on the
contract between FAOPMA and the member Association for hosting the annual FAOPMAPest Summit conference. These sections are highlighted with an asterisk (*) at the start of
the title of the section.
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*Contract
A contract between FAOPMA and the hosting Association will the formulated for the hosting
of the annual FAOPMA-Pest Summit. This will be signed at least two years prior to the
event, or as soon as the Organizing Committee is formed, whichever is the earliest. The
contract will include:
1. Responsibilities and liabilities of the involved parties,
2. How the profit/loss is shared between the involved parties,
3. Termination rules.
Event hosting application forms can be obtained from the FAOPMA Secretariat
(info@faopma.com).
The hosting Association is required to ensure those sections marked with an asterisk (*)
within this document are strictly adhered too.

*Language
The official language of the meeting is English.

*Date of the Conference
When planning a conference, the first important decision is the date of the FAOPMA-Pest
Summit. Decide on a date that does not clash with other major international events in the
industry such as PestWorld (hosted by the US National Pest Management Association) or
various European conferences. Note that the dates for the next six PestWorld meetings are
detailed in each issue of the FAOPMA Magazine on the Events Calendar page. Ensure that
there is a gap of at least 1-2 months between PestWorld and FAOPMA-Pest Summit. This
will allow for better planning by potential sponsors, exhibitors, and attendees.
Avoid festive seasons and peak periods for travel, which will result in lower numbers of
delegates. Also consider the timing of local pest management events or incorporate them
within FAOPMA-Pest Summit. Always establish and announce the date of the event well in
advance, at least 3-4 years ahead of time.

*FAOPMA Conference Advisory Panel
In organizing such a large event, it is imperative that the host country establish an
Organizing Committee (OC) at least 24 months prior to the actual event, and a FAOPMA
Conference Advisory Panel, to assist the host country. Note the two groups together may
form the OC.
The FAOPMA Conference Advisory Panel will consist of:
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Representatives of the local organizing group as determined by the relevant National
Organization. It is advised to include members who have had experience in running
conferences.
Two members from the FAOPMA Executive Committee (EXCO).
One member from the previous organizing committee.
One member from the following year’s organizing committee.
An Editor from the FAOPMA Magazine.

Note that the members from the FAOPMA EXCO and the previous organizing committee are
there for support and advice. The involvement of these advisers is valuable and their
experience will ultimately save you a great deal of time. With their network among the
country members, the international fraternity and past exhibitors, having FAOPMA advisors
also ensures that you have the support from the industry and the connections needed to
help run a professional event, and to attract sponsors and exhibitors. Past conference
experience is essential and thus it is useful to include on your organizing committee at least
one member from the previous conference. By including a member from the following
year’s organizing committee, they will learn from you and avoid any pitfalls. The Editor of
the FAOPMA Magazine will assist in promoting the event.
A mix of conference experience as per the above will ensure that FAOPMA-Pest Summits
will run smoothly over time, which will instil confidence in potential sponsors, exhibitors and
attendees, enabling the event to become larger in the years to come.

*Conference Theme
The Organizing Committee should develop a theme for the FAOPMA-Pest Summit and must
contact the FAOPMA Executive to ensure that the theme fits in with the aims and
philosophy of FAOPMA, which is to promote and develop the professional pest
management industry throughout the region. Once FAOPMA approval is given, consider
speakers with the right expertise and relevant experience in the subject relating to the
thematic goals of the conference. A major consideration should be given to the Keynote
Speaker(s). They may be a prominent government official of the host country, but should
more commonly be a notable speaker in the field of expertise related to the conference
theme. Ensure that all speakers are aware of the theme and even suggest possible titles to
them. Avoid having speakers that have little experience in the field of pest management
even if they are respected local figures.

Professional Assistance
A large conference takes a lot of planning. While you may have run smaller meetings in the
past, an event involving several thousand attendees takes a tremendous amount of
preparation. For such an event, a professional conference company or Event Organiser will
almost certainly be needed. You will also need a graphic designer to produced art work for
flyers and other promotional materials, and a web designer for your internet site.
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It is also prudent to appoint people to certain tasks, such as the Head of the Program
committee, a social media promotional officer, a press liaison officer, a manager to organize
assistants on the days of the conference, and other required tasks.
A large conference will require considerable support staff, which includes directing
delegates to the various locations within the conference site. The support staff may be
sourced from the local host pest management association or local tertiary students.

*Accountability
The Conference Organisers must develop a series of deadlines and a financial budget that is
adhered too. They must meet regularly (at least fortnightly) to discuss the progress of the
conference organization. Shortly prior to the conference, such Organizing Committee
meetings are likely to be more frequent; there are always last minute unexpected issues or
various important factors that require urgent attention.
Minutes of all meetings must be kept and an ongoing list of Action Items recorded, which
are then signed off once completed. A template for the Minutes is included in Appendix I.
All Minutes must be forwarded to the FAOPMA Executive (info@faopma.com) within one
week after the meeting. These minutes become a valuable resource to be reviewed by
future organizing committees.
A face to face meeting should be held at the previous FAOPMA-Pest Summit where tasks
should be allocated to progress the event.

*Scheduling
The Organizing Committee should aim to complete the event preparation at least 1 month
before the event date. The final month prior to the event should be used for quality
checking, registration handling, and promoting the event.

*Hosting Fee
There is a base fee of USD$2,000 from the hosting Association, payable to FAOPMA. There is
a further fee of USD$5.00 per paid delegate thereafter, once a minimum of 500 guests have
been registered.
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Venue and Location
For the venue, smaller hotels can only handle up to around 120 participants. Beyond this
amount it will be necessary to hold your event in a larger five-star hotel or a dedicated
conference venue with Exhibition Hall capacity. Such sites can be extremely busy at certain
times of the year (such as when Universities close for student breaks and during holiday
periods). For the larger conferences, it will be necessary to lock the venue in at least 3-4
years ahead of the event. Also contact any hotels nearby and ensure an adequate number
of rooms are put aside during the time of the conference based on the expected
attendance. Check to see if there are any large events or sporting programs on at the same
time that could limit the availability of hotel rooms for delegates.
It is always necessary to examine a conference venue prior to the meeting to visualise how
best the location would operate for your Conference and Exhibition. The FAOPMA-Pest
Summit is always inclusive of a Gala Dinner and other event highlights. Therefore, it is
necessary to consider the food served for the dinner, bearing in mind cultural and religious
differences of the international attendees (see under Catering below). As the Exhibition
Booths are considered an important part of the Conference event, as well as one of the
main sources of income for the Organisers, it is necessary to ensure that there is enough
space for the exhibitors. For the main Meeting Hall where the lectures will take place,
ensure that there is enough seating for all registrants. It is also prudent to check audio visual
equipment to prevent any possible problem ahead of the event. Note that audio visual
equipment may be a separate cost to the venue and may have to be booked with an
external company. If this is the case, have them demonstrate that they have adequate
equipment in advance.
It is preferable to give Exhibitors as much exposure as possible. Thus try and have morning
and afternoon tea breaks set up in Exhibitor areas. The lunch area requires adequate seating
to accommodate at least 75% of the delegates and may need to be held elsewhere.

*Conference Logo
The only logo to be used is the official logo of FAOPMA. Contact the FAOPMA Executive to
obtain electronic versions of the logo (info@faopma.com).

*Web Site
i.
URL (Web Address)
It is recommended that the following URL is used to ensure consistency over time:
www.faopma.com/2021 for the 2021 event. The number will reflect the year of the event
and the simple URL is easy to remember and to type in. A QR code of the URL should be
created and used in advertising material.
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A domain can be registered in the local country and the above URL can be redirected to the
country’s domain. However, the above URL is to be used in all promotional materials.
Contact the FAOPMA Executive to ensure that www.faopma.com/2021 is redirected to your
URL (info@faopma.com).
ii.
Content
The conference web sites should include following:
- The date and the location of meeting
- Conference theme,
- Registration details and costs (including early bird registration and deadline),
- Program,
- Accommodation details,
- List of speakers, their photo and topic,
- The organizing committee,
- List of local attractions,
- Map of conference site and accommodation,
- Sponsors.
Provide an option for the web site to be viewed in other languages.

Government Support
Most Governments will offer some financial support when a large conference is held as
meetings benefits the local economy. Always seek support from the Government, or
relevant authorities, who may be in the position to render financial grants or support in kind
to assist the conference. Any form of Government aid helps in the organization of the
conference, and being the host country, the pride of the nation is also at stake.

*Event Promotion
As soon as you have received news of the successful bid to hold a conference, advertising
should begin. Register the URL (web site), as noted above. Update the web site on a regular
basis. Promote your event through social media and newsletters.
A professionally designed brochure and registration form (if not online) should be prepared
for promotion of the FAOPMA-Pest Summit event, which provides the program and
highlights of the event. Start actively promoting in the FAOPMA Magazine at least one year
out from the event and include major speakers, especially if they have an international
reputation. Supply the Chief Editor of the FAOPMA Magazine with material for inclusion in
each issue prior to the meeting.
It is critical that the conference program is locked in early (at least nine months ahead of the
event) so that delegates can determine if the conference is relevant to their business.
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Contact the pest management media regarding the event and encourage Member
Associations to distribute details of the meeting via their magazines and newsletters. Send
both groups press releases well in advance, and as information and brochures are
developed, send these as well. As new speakers are locked in or major events planned, send
press releases informing this to both the Associations and media.
Offer one free registration to key people in pest management magazines to encourage
reporting of the event. After the event is over, produce a summary of the event that you can
distribute to Member Associations and the media.
It is advisable to seek the assistance of the FAOPMA secretariat to help coordinate the
Conference promotion. Ideally, members of the Organizing Committee should try to visit the
various FAOPMA member countries during their local AGM or pest events. This will help to
provide an understanding of the people in the various nations in our region.
The media should also be provided with information to enable more accurate reporting of
the event once it is over. This includes attendance figures (with country of origin),
transcripts of introductory speeches, sponsorship contacts, details of the next meeting, and
any other pertinent information. This information should be provided at the completion of
the event.

Sponsors
Once the Conference Theme and speakers have been established, this is the right time to
call for sponsors. Invite all possible interested companies and suppliers in the industry to the
event. Have a professional sponsor package produced that indicates the various levels of
sponsorship, what the company receives with each sponsorship package, plus other
information pertaining to the conference. The FAOPMA Executive (info@faopma.com) can
provide a list of potential sponsors.
Ensure all suppliers and industry stakeholders have the same opportunity to purchase the
sponsorship package to avoid any perception of bias. Always set a deadline for payment to
prevent any legal disputes.
Once the sponsorship details have been confirmed, develop the promotional and
advertising materials, and include the sponsors in the brochures and on the website, as
appropriate according to the relevant sponsorship level. Sponsors are to be listed in
alphabetical order.
Sponsorship can be one of three tiers; Platinum, Gold, or Silver.
Platinum sponsorship includes: 10min presentation during the conference program, full
page advert in conference proceedings, up to five e-pamphlets to be included with
conference handout, a full page advert in two issues of the FAOPMA Magazine, large
sponsor logo on rolling slides during breaks, large branding on website and conference
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materials, logo on delegate gift, 10 complimentary registrations. There will be a limit of five
platinum sponsors.
Gold sponsorship includes: small sponsor logo on rolling slides during breaks, small branding
on website and conference materials, up to two e-pamphlets to be included with
conference handout, full page advert in conference proceedings, half page advert in one
issue of the FAOPMA Magazine, 5 complimentary registrations. There are no limits on the
number of Gold sponsors.
Silver sponsorship includes: one e-pamphlets to be included with conference handout,
quarter page advert in one issue of the FAOPMA Magazine, 2 complimentary registrations.
There are no limits on the number of Silver sponsors.

Exhibitors
A quality trade display is enjoyed by all delegates and can bring in much needed income to
cover conference expenses. Thus, it is important to ensure that exhibitors are made to feel
welcomed so that they come to future events. A professionally produced pamphlet for the
exhibitors will make it clear what they will receive and how much each booth costs. Include
a site map of the venue as certain booths are more popular (and generally more expensive
to hire) than others, such as high visibility locations near entrances and registration desks.
Include the size of the exhibit area so that the display can be planned. Provide details of
what comes with the stand in case the exhibitor requires additional items. Once an exhibitor
is confirmed, ask if other items are required, for example access to a power outlet. If power
is required, it will be necessary to determine how many power points are required. Also
provide details of local voltage and power adapters if universal power points are not
provided by the venue. Remember that it is the conference Organisers who are responsible
for booking stands, tables, and other items for the exhibitors, but you must communicate
with the exhibitors beforehand as to their requirements.
Ensure exhibitors know where display material can be delivered too. Provide exhibitors with
help on their arrival and escort them to their stand. Provide them with a contact number of
one of the Organisers who speaks their language who can deal with any issue that may arise
during the event. Ensure that lighting, power, and air conditioning are on during the set-up
period. Give exhibitors the conference program so that they are aware of the busy times
when delegates are likely to visit their booth. If possible, hold tea breaks and lunches in the
exhibitor area, so that delegates can wander around the trade displays. Put aside a room for
exhibitors only, where water, tea, coffee, and snacks are provided. Finally, have someone
senior from the Organizing Committee go around all stands and personally thank the
exhibitors for supporting FAOPMA-Pest Summit. You may wish to provide larger sponsors
with a small token of appreciation.
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*Conference Registrations and Payment Details
Once the web site has been established, try and streamline the registration process with
online registration and payment. Ensure that the system is tested and functioning before
going live. The online form should be easy to use, accessible in multiple languages, and
provide confirmation of registration at the completion of the process, as well as a payment
receipt. The registration costs must take into consideration charges for credit card fees and
other related banking charges. Try and encourage conference registrations through the
National Association and provide a group discount to encourage more participants. It is not
appropriate for National Associations to arrive at the meeting with multiple unregistered
delegates as no guarantee for conference attendance can be given to any registrant who
pays on the day of the meeting.
The alternative is to use the FAOPMA payment gateway (www.faopma.com). Contact the
FAOPMA Executive at info@faopma.com for assistance.
The registration form should include the following information:
- Full name,
- Preferred name,
- Title,
- Position,
- Company/organisation,
- Full address,
- Email address,
- Mobile phone, including country/area codes,
- Dietary requirements,
- The number of days attending (if there is a day rate),
- Accompanying partner name,
- Conference tours,
- Partner program,
- What is included in the registration fee,
- What is excluded in the registration fee,
- Cost of registration/conference dinners/conference excursions,
- Additional cost for accompanying partner,
- Total cost in USD$,
- A tick box if the delegates wish to include their details in the list of delegates,
- A tick box if a Certificate of Attendance required.
The organizing body may wish to arrange accommodation for delegates and this should be
included on the registration form.
Once a registration form is received from a delegate, a confirmation letter should be sent to
them immediately with a paid receipt. If accommodation is requested by the delegate, this
should be booked by the Organisers and a confirmation of the booking from the hotel
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provided. Any other requests on the registration form (e.g. dietary issues), should be also
noted on the confirmation letter.
A list of all sponsors, exhibitors, and delegates must be given to the FAOPMA Executive
(info@faopma.com). This will assist in the promotion of future FAOPMA-Pest Summit
meetings.

*Complimentary Registrations
The following are to receive complimentary registrations:
- The Organising Committee,
- FAOPMA Executive Committee,
- FAOPMA Magazine Editor,
- Presidents of the Associations under the FAOPMA umbrella,
- An international VIP from NPMA and CEPA,
- Speakers,
- Media representatives from pest management publications (e.g. Pest, PCT, PMP).

Communications to Delegates
We all have different rules and laws that must be abided by, and these could impact upon
your delegates. For example, at one FAOPMA-Pest Summit meeting, a publisher of an
international pest magazine was not able to bring copies of their journal to give away at the
event. The entire stock was confiscated at the border by government officials as the journal
had not been pre-screened and cleared. As a conference Organiser, you must be aware of
these and other potential problems and inform Exhibitors and delegates of how their entry
into the country can be as smooth as possible.
Advise all international delegates on visa and other official documentation required, as well
as expected times to obtain approval to visit your country. A letter of invitation may be
required for some countries. All of these requirements vary tremendously between
governments and approvals can take time to obtain for certain nations.

Assist Those from Foreign Nations
It can be scary and quite daunting to enter a foreign country that does not speak your native
language. Certain service industries, such as taxis, rarely speak anything but the local
language. Thus, provide help guides for overseas visitors. This may include notes in the local
language that indicate where the conference and local hotels are. Also book
accommodation for delegates and include hotel information on the registration forms. Have
a map of the area in multiple languages, which details some of the local tourist highlights.
Such maps can often be provided free from local tourist information centres. Many
delegates will be travelling with their partners and family, thus the conference Organisers
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should consider arranging day trips with a local tourist operator during the days of the
conference, in addition to those often run before and after the conference.
Send a Conference Guide to all registered delegates. This should include; travel advice, local
tours, choice of pick up arrangements available, and guides for transfers from the airport on
arrival to the hotel and conference centre. Provide emergency contact phone numbers of
the host country Organizing Committee in case any assistance is required. If possible, have a
‘meet and great’ desk counter at the airport arrival hall to assist arriving delegates.

*FAOPMA Executive Meetings
The first day of the conference is dedicated to FAOPMA meetings. This includes the
FAOPMA Executive Committee Meeting (2 hours), the FAOPMA President’s Meeting (2
hours), thank you gift ceremony (30mins), and a dinner for the FAOPMA Executive
Committee, the Presidents, and VIPs.
The room for the meeting should enable all Association Presidents and the Executive
Committee to sit around tables in a U shaped seating pattern with a lectern at the front.
Additional seating should be behind for observers. Audio visual equipment will be required.
Ensure that the name of the attending VIP is on the table in front of where they are sitting
and their nation’s flag (https://www.worldometers.info/geography/flags-of-the-world/).
Contact the FAOPMA Executive for a list of the current Presidents and Executive Committee
(info@faopma.com).

*Networking Rooms
Often Associations will wish to hold a networking meeting for their members, or a sponsor
may wish to hold a meeting for their key accounts. Ensure that adequate rooms are
available to hold these meetings. Inform all sponsors and delegates that such spaces are
available and that the space can be rented out, with catering provided at an additional cost.

*Conference Book
A conference book should be supplied to all delegates. To reduce the Carbon Footprint of
the conference, it should not be printed out, rather supplied electronically (via an App,
email, download, or USB stick).
The Conference book should include:
- Table of Contents,
- Emergency contacts (include local medical doctors/hospitals),
- How to get to the conference site and accommodation locations,
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-

Map of conference site,
Sponsor adverts,
Welcome message from the FAOPMA President,
Welcome message from the Conference Chair,
Welcome message from each Association President (preferably in their own
language),
History of FAOPMA,
Former FAOPMA Presidents,
FAOPMA Executive Committee,
Organizing Committee,
Program,
Speaker biography, photograph, and abstract of their presentation,
List of exhibitors with their contact details,
Exhibition hall map and hours of operation,
Advert for following FAOPMA-Pest Summit,
Location and dates of future FAOPMA-Pest Summit meetings,
Map with local highlights,
Nearby restaurants,
Local attractions.

*Conference Proceedings
As speaker papers will be published in the FAOPMA Magazine (see below under Speakers),
there should be no conference proceedings.

*Name Tags
Many of us meet large numbers of people at the bigger industry events, and we may only
meet once every year. Thus, name tags help to avoid an embarrassing situation when one is
unable to immediately recall a colleague’s name. The name of the delegate should be in a
large font, with the first name on top of the second. The name should be discernible from
around three metres away. Titles are not necessary, and affiliations can be in a smaller font
below the name. As name tags on lanyards rotate, it is always a good idea to print the name
on both sides of the tag and have a clear window for holding the tags. It is also best to have
lanyards that attach to the top corners of the name tag (rather than the middle) to reduce
tags twisting and rotating, and not becoming visible.
See Appendix 2 as an example of a suitable name tag.

*Delegate Lists
Many conferences will include a list of all delegates but there may be privacy laws in some
countries that may prevent you doing this without the expressed permission of the
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delegate. Thus, include a box on the registration form with the delegate’s approval for
contact details to be shared with others.

Conference Desks
On the first day of the meeting, numerous desks should be set up to allow for seamless
registrations. Remember that with some 2-3,000 registrants, this becomes a logistical
challenge. Ensure one desk is set aside for the registration of VIPs and Speakers.
A conference desk should be available at all times during the conference. The desk should
have several people present who cover a range of languages. These people should be
familiar with the conference program, the local venue, local area, prominent restaurants,
and tourist highlights.
Have QR codes ready for links to sites with information on maps, local restaurants,
highlights, medical doctors, religious establishments, and public transport. Avoid having
print outs to reduce the carbon footprint of the conference.
Prepare for the Worst: It is wise to anticipate that unexpected issues will arise at the last
minute. An emergency by definition is unexpected, yet being prepared for emergencies can
mitigate their impacts. Ensure that the conference desk has spare batteries for laser
pointers. The conference desk should have the numbers of security, police, first aid officers,
nearby medical doctors, and ambulances, in case there are security or health emergencies.
Ensure that some of the helpers on the desk are trained in first aid, and that a first aid kit
(including headache tablets) is available. Have several power adapters available for rent.

Photography
It is recommended to employ the services of a professional event photographer. They
should be tasked with capturing all key events, VIPs, the speakers, and the audience. A
selection of the images (without any watermark) should be given to the FAOPMA Executive
to be placed onto the FAOPMA web site, and made available to the Editors of the FAOPMA
Magazine.

*Catering

Catering is a necessity with any conference. We all need toilet breaks, mental rests from
presentations, and some sustenance in the form of tea, coffee or water during the day, as
well as a small snack in the morning and afternoon, and lunch. Such breaks are essential as
conferences can be quite draining. Plus there will be welcome and conference dinners.
Ensure that there is a constant supply of water during the day.
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The number one complaint about events is food related! There is nothing worse than being
at table where everyone is eating except for you. The fact is that there are a huge range of
diets, based on religious, ethical, and dietary factors. This includes as an example,
vegetarian, vegan, Halal, Hindu, Jain, Kosher, gluten-free, nut-free, low-lactose, and low
sodium meals, to name just a few. These days, you can expect around 10-20% of attendees
to have a dietary related issue and you must cater for all. The registration form must include
dietary requirements of each delegate, and the information used to formulate the range of
diets to be catered for.
All food must be clearly labelled with the dietary requirement (e.g. vegetarian, Halal, etc). It
is common to set up tables catering for special dietary requirements in a define area. Ensure
that all registrants are informed of this location during conference announcements.
It is always advisable to over cater by around 10% during planning, as delegates are likely to
register at the event.
Catering should consider the carbon footprint of the food source. Thus locally sourced food
and vegetarian options have the lowest carbon footprint and should be the preferred
choices (see under Environmental Responsibility: Carbon Neutrality & Climate Impacts).
Excess food should be given to local charitable organizations.

*Conference Gala Dinner
The main reason that people attend conference dinners is to network with colleagues.
While it is great to have some local cultural activities on display, ensure that there are
adequate breaks between performances with quiet time particularly when meals are
served. It is better to have too few displays then too many. Often Organisers waste vast
sums of money on conference entertainment, when all delegates wish to do is to chat
amongst themselves. Also check sound levels and ensure that they are not too high such
that diners have to yell in order to communicate. The choice of entertainment must be
considered very carefully. The fact is that we live in a world of very diverse people, with
different religions, different cultural identities, and different political beliefs. What could be
entertaining to you, could be insulting to others.
The seating of the guests in the venue must be considered. The table closest to the stage
should be reserved for the top VIPs and their partners, including the FAOPMA President,
Senior Organizing Committee, and VIP guests. The next table should be reserved for the
FAOPMA Executive Committee, FAOPMA Magazine Editor/s and Past FAOPMA Presidents,
the next tables for the Presidents of the Associations, and the following tables for the
speakers. Guests can be seated thereafter.
The conference dinner provides the opportunity to thank all the organisers, sponsors,
speakers, and all registrants. Rolling slides with the Platinum & Gold Sponsors should be
operated throughout the dinner.
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*Audio-Visual Support
A smooth-running conference is a professional meeting and more likely to be remembered
favourably. Audio visual assistants must be trained to ensure that they know what to do if
equipment fails. Ensure that there are spare batteries present for slide changes and spare
slide changes. Some conferences venues use large digital screens rather than data
projectors, meaning that laser pointers do not work. In this case, ensure mouse pointers are
available. Have a laptop and digital timer on the lectern for the speakers, which ensures that
they can keep track of time and do not have to keep turning back to the screen or looking
down at the floor.

*Stick to the Conference Program!
A printed program is provided for a good reason; so that delegates can plan ahead as to
which talks and sessions that they wish to attend. To avoid disappointed attendees who
have missed an important presentation due to a program glitch, it is important that the
program is strictly followed. Any late changes should be announced at the start of the day.
Strict timing of the presentations is especially important with concurrent sessions.

*Speakers
One of the biggest attractions to your meeting will be the speakers. With the presence of
international speakers and presenters at the past events, FAOPMA-Pest Summit has built a
reputation as one of the industry’s true global events. While there may be a temptation to
use local speakers, their background and their given topic must be directly relevant to the
field of pest management. The choice of the speaker must be approved by the Organizing
Committee.
It is important to consider that renowned speakers are invited to numerous events and have
a very busy schedule. This means that you need to approach them many months ahead,
even a year or more, prior to the conference. If they are a big name in the field of pest
management then they may be speaking at multiple pest events throughout the year.
However, this is not an issue, as a great speaker is a valuable addition to any meeting, and
most registrants only attend one pest management event every year. Never ask that a
speaker pays for anything; you need to cover their full costs, otherwise speakers will forego
attending and you will end up with a second-rate program. Encourage speakers to stay for
the entire event so that delegates have a chance to meet them on a more personal level and
ask questions without the fear of doing so in front of a large audience. Ultimately speakers
will help to make your event a commercial success and so they should be compensated for
their efforts (see under Speaker Payments below).
If you require a speaker’s presentation early, let them know several months in advance and
the reason why it is needed (usually for translation into other languages). Send them several
reminders of the due date the presentation needs to be submitted. Most speakers will
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tweak their presentation in the days leading up to the event and thus expect the final talk to
differ slightly. Always allow speakers to reload their presentation at the event – you do want
the best talk possible with the latest information! Finally, never change a speaker’s title
without consulting them first.
Conference Organisers should have alternative speakers ready in case a presenter has to
pull out at the last moment. Contingency plans are essential for all meetings.
Acknowledge the Speakers: producing a quality presentation takes considerable time and
public speaking has a high degree of stress, especially when there are hundreds to even
thousands of people in the audience. Always publicly acknowledge the speaker’s effort with
a token of appreciation at the end of their talk. This could be a bottle of wine or a small gift.
Ideally this should have the name of the conference and date inscribed. The thank you gift
should be presented by the Chair.

*Speaker Copyright
In all cases, the speaker owns copyright to their presentation. It cannot be shared, or posted
on any web site, unless you have written permission from the speaker. Many speakers will
include unpublished information in their presentation and do not like to have this widely
disseminated. Similarly, recordings of speakers should never be undertaken or shared
without their permission.

*Speaker Payments
Speakers must be fully supported to attend FAOPMA-Pest Summit. This includes covering
the costs for an economy airfare from the nearest airport to their home, airport and hotel
transfers, accommodation (for the entire meeting), registration, and attendance at
conference dinners. As a thank you to speakers and to encourage their future involvement,
a post conference speaker dinner or trip is encouraged.
As presentations take time to produce, there is a speaker honorarium of USD$250. Speakers
are also encouraged to provide a paper of their presentation for publication in the FAOPMA
Magazine. A further USD$250 is to be paid if the paper is acceptable for publication (see
Appendix 3 for details on publication requirements). Note these payments should be
offered to the speakers, but some may decline if their company is paying for their
attendance.
For the Chairs of the sessions, it is not necessary to provide an honorarium.
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*Translations
We all speak different languages, this is a reality. However, it is terrible being forced to
listen to a presentation by someone who does not speak your language. Allowing someone
to speak without any translation is both arrogant and disrespectful to the audience. Always
ensure that there are translators present, covering a range of languages. Simultaneous
translations should be available where there are large numbers of delegates from the one
nation. Such arrangements can be made in advance with the relevant National Association
of that country. Negotiate ahead of time with the Association as to the minimum number of
registered delegates required to qualify for free simultaneous translations. There is now the
capacity to use electronic translators, which are at a much reduced cost.
Presentations should also be translated and speakers should be requested for a copy of
their PowerPoint slides some weeks ahead of the event.
The minimum translations should include: Bahasa, Chinese, Hindi, Japanese, Korean, and
Thai.

*Session Chairs
Session Chairs should be someone prominent in the industry, locally or internationally. They
should receive training prior to the start of the event. A conference can be quickly disrupted
by a Chair who allows a speaker to go overtime. Clear directions should be given to the
Chairs including advice to ensure speakers stick to time. Provide chairs with some visual or
audio aid to remind speakers of their time limits.
Chairs should be provided with the following:
- Conference Program,
- Speaker details, photograph, brief biography,
- Phonetic spelling of the speaker’s name,
- Timer,
- Warning cards or bell,
- Emergency contact in case of audio visual failure (who can speak English),
- Contacts in case of other emergency,
- Any safety requirements,
- Thank you gifts to speakers.
Prior to the start of the session, the Session Chair should introduce themselves to the
speakers, confirm that their title and affiliation is correct, and ensure the proper
pronunciation of the speaker’s name.
The Chair should identify themselves to the audience at the start of the session. On
announcing the speaker, the Chair should state the speaker’s title, name, affiliation, provide
a brief overview of their biography, and state the title of the talk. At the end of the

Page 21 of 31

FAOPMA Conference Guidelines V1

presentation, allow questions from the audience only if there is time. The Chair should stop
any speaker who is going over time and ensure that the program timing is strictly followed.

*Awards & Prizes
FAOPMA encourages and acknowledges the need to recognise excellence within the
industry. However as this is a FAOPMA sanctioned event, awards can only be given out with
the expressed approval of the FAOPMA Executive Committee.
Prizes may be given out by the sponsors and exhibitors. Entry must be random, or via
purchase of items at the Exhibitor’s stall, and the prizes will be awarded at the Conference
Dinner.

Certification Programs after the Conference
(Additional Training and Education)
FAOPMA has the common goal of advancing the pest management industry throughout the
region in order to protect the communities that we serve. The incorporation of additional
training and educational certification programs in conjunction with the conference is an
added bonus for members who have travelled to the event and may encourage more
registrants to attend. A small additional cost for the purpose of obtaining certification
training would be a bonus for many and helps to fulfil the FAOPMA objective of advancing
the pest management industry.

Give to Members Who Cannot Attend
The annual FAOPMA-Pest Summit conference is one of the greatest events in the annual
pest management calendar. You can hear about the latest in pest control research from the
world’s greatest experts, come up-to-date in current business trends and practices, learn
about cutting-edge technology from companies and suppliers, meet like minds in the
industry and gain new contacts, and develop life-long friends. Attendance to FAOPMA-Pest
Summit will increase your knowledge and make you better in your role!
Unfortunately however, there are many reasons why not everyone can attend every year.
Thus conference Organisers should aim to provide information from the meeting back to all
members. Place photographs from the conference onto the conference web site and inform
all FAOPMA members that they are available. Also, offer the images for use to those who
are reporting on the event. Include Sponsor and Exhibitor information on the web site with
a summary of the products on display with contact links. Encourage all speakers to produce
a paper on their presentation, which can be included in the FAOPMA Magazine (see under
Speakers). You may wish to include a recording of the Keynote speaker on the FAOPMA web
site.
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*After the Event
A conference does not finish on the last day of the event. Now is time for reflection: what
worked well, what did not, how can the meeting be improved in the future? These are just a
few of the questions that need to be asked, recorded, and passed onto organizations that
are holding the conference in the future. The Organizing Committee should meet within one
week of the completion of the meeting to openly discuss how the meeting could have been
improved. They should meet within 1-2 months later to ensure that all financial accounts
have been finalised and that all post conference requirements are completed.
It is important to send personalised thank you letters to all sponsors, speakers and
exhibitors, and a thank you email to delegates. When photographs from the event are
available on the FAOPMA web site, let all delegates know.
Some delegates may wish to receive a certificate of attendance, which can be used for
maintaining their pest control licence, this should be requested on the registration form.
Organizers must provide detailed feedback sheets to all delegates as this information is used
to improve future events. Examples of Feedback questions are in Appendix 4. It is
recommended that a Survey Monkey is set up for ease of analysis.
The survey findings should be discussed at the last meeting of the Organizing Committee
and forwarded to the FAOPMA Executive (info@faopma.com).

*Social Responsibility
FAOPMA wishes to support the local country and their people, wherever the annual event is
held. In line with this Social Responsibility, the Organizing Committee may wish to:
- Hold public lectures featuring some of the more well-known speakers,
- Arrange for media interviews with leading figures in the industry,
- Hold displays relating to pest management,
- Hold auctions, with gifts given by Sponsors and Exhibitors, with money raised going
to support local environmental or humanitarian charities.

*Environmental Responsibility
(Carbon Neutrality & Climate Impacts)
Events and conferences are renowned for creating considerable waste and leaving behind a
significant carbon footprint. FAOPMA is dedicated to protecting the environment for future
generations and committed to ensure that all conferences are run Carbon Neutral from
2025.
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Sustainability needs to be built into the conference core mission statement and organizers
need to submit to FAOPMA a plan to ensure carbon neutrality will be met. Ensure that
sustainability is mentioned in the opening address and explain to the delegates what is
being undertaken to meet the aims of carbon neutrality.
The following are suggestions to achieve carbon neutrality:
- Encourage travel to the venue via train, where feasible.
- Try to have conference centres in accessible locations such as close to major airport
hubs, or within walking distance of restaurants and entertainment areas.
- Include the purchase of carbon offsets in the registration costs, especially for
international delegates and to cover emissions associated with energy from the
conference. On average, offsets cost about $5 to $15 per attendee, depending on
how far they have to travel.
- For people who fly to a location, encourage them to purchase carbon offsets from
the airline or via a carbon offset service such as Atmosfair
(www.atmosfair.de/en/offset/flight/).
- Choose hotels for delegates that are operated in an environmentally responsible
manner.
- Examine the environmental credentials of the conference site. Do they for example
use renewal energy and provide recycling?
- Insist that no pamphlets are handed out by stallholders and QC codes are provided
to download material. Encourage the electronic transfer of materials.
- Reduce the shipment allowance for stallholders to a maximum of 150kg.
- Collect and recycle wherever possible. Recycle badges and lanyards.
- Avoid non-recyclable materials as much as possible. Use recyclable or compostable
coffee cups and cutlery.
- Only use 100% recycled paper if printing is required.
- Use sustainable suppliers.
- Certain foods can minimize carbon emissions. Try to use locally sourced food for
catering and have more vegetarian options (meat-based meals have a higher carbon
impact).
- Excess food should be given to local charitable organizations.
- Supply USB drives instead of printed conference books, or better still, via an App or
as a download from a web site.
- Have QR codes at the conference desk for links to local maps, restaurants, and local
features. Avoid giving out paper copies.
- Wherever possible, use suppliers that are ‘Climate Neutral Certified’ (see
www.climateneutral.org).

Summary
As stated at the beginning, running a successful conference to please everyone is an
incredibly challenging experience. Registrants pay a lot of money to attend your event and
you have to ensure that they receive value for money. Furthermore, are hosting an annual
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event for FAOPMA-Pest Summit, and a bad meeting could turn away sponsors, exhibitors,
and registrants from future conferences. On the other hand, a successful FAOPMA event will
inspire confidence from all groups and more support will be expected in the future. Thus,
you have an obligation to FAOPMA and all Member Associations to hold the best event ever.
A few simple tips as outlined in these Guidelines can help ensure that your conference is
remembered for good reasons, rather than bad.
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APPENDIX 1: Template for the Minutes of Conference Organizing
Committee Meetings
FAOPMA-Pest Summit Conference, 18-19/Nov/2020
Organizing Committee Meeting
Minutes
Date: 1/Oct/2020: 13:00 Singapore Time
Attendees:
Apologies:
1. Amendments to Agenda
2. Review Previous Minutes
3. Review Outstanding Action Items
Action Item 1:
Action Item 2:
Action Item 3:
Action Item 4:
4. Standing Items.
a. Correspondence since last meeting.
b. Sponsors.
c. Exhibitors.
d. Program.
e. Speakers.
f. Registrations.
g. Complimentary registrations.
h. Profit & Loss statement.
i. Promotional strategies.
j. Conference book.
5. Other Business.
6. New Action Items.
New Action Item 1:
New Action Item 2:
New Action Item 3:
New Action Item 4:
7. Next Teleconference.
8/Oct/2020: 13:00 Singapore Time.
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APPENDIX 2: An example of an easy to read Name tag
You may wish to include a QR code for quick access to the conference program.
For VIP/SPEAKER/GUEST, delete those not relevant. The boxes in the top corners are for
lanyard attachment.
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APPENDIX 3: Manuscript Requirements for Speakers
Speakers at the annual FAOPMA-Pest Summit meeting are requested to provide a written
presentation of their paper and they will be paid USD$250 if the paper is deemed
acceptable for publication in the FAOPMA Magazine. The paper will be published in one of
the four issues that follow the FAOPMA-Pest Summit meeting.
The paper should provide a summary of the key points of the presentation, however they
speaker may wish to include additional information that time did not allow during their oral
presentation.
Papers that are commercially orientated and only promote a product will not be published.
Papers must represent independent science. Publication is at the discretion of the Editors of
the FAOPMA Magazine.

Manuscript requirements:
Format: Microsoft Word (.doc or .docx).
Language: English.
Length: 2-4 A4 pages (around 800-1,600 words, excluding images). Please include
subheadings.
Images: full colour in jpg format. Please do not embed in the Word file, but send separately
as high resolution files. Ensure that all images include a caption. Only use images where you
hold copyright or have permission/s to print.
Papers are due on the day of your presentation.
Please send to: Stephen Doggett: Stephen.Doggett@health.nsw.gov.au and the Organising
Committee.
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APPENDIX 4: Post Conference Survey of Attendees
Feedback Questions FAOPMA-Pest Summit 20XX
A. Registration

Disagree
0 1 2
0 1 2
0 1 2
0 1 2

3
3
3
3

Agree
4 5
4 5
4 5
4 5

1. The conference site was easy to get too
2. It was easy to find my way around the conference site
3. There was adequate facilities at the conference site
4. Registration at the venue was easy
5. If you used the Help Desk, was your question solved?

Disagree
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2

3
3
3
3
3

Agree
4 5
4 5
4 5
4 5
4 5

C. Program and Speakers
6. The Program was Useful to my job / areas of interest or responsibility
7. The Program was well organized
8. The Speakers were relevant
9. The Speakers were high quality
10. The Speakers were well prepared
11. The Translations were high quality

Disagree
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2

3
3
3
3
3
3

Agree
4 5
4 5
4 5
4 5
4 5
4 5

D. Catering

Disagree
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2

3
3
3
3
3
3
3
3
3

Agree
4 5
4 5
4 5
4 5
4 5
4 5
4 5
4 5
4 5

1. The Conference was reasonably priced
2. The registration process was smooth
3. I received acknowledgement of my registration
4. I received a receipt for payment of my registration

B. Conference Location

12. There was ample time for morning/afternoon breaks
13. There was ample time for lunch
14. There was ample coffee/tea/water during breaks
15. The quality of the food was great
16. The variety of food was excellent
17. Was the food adequately labelled?
18. Was there adequate food?
19. Were your dietary requirements met?
20. The Gala Dinner food was terrific!
21. The Gala Dinner entertainment was memorable

E. Exhibition
22. The Exhibitors provided a Unique Opportunity to see Products
23. The Exhibition Hall was well set out
24. The Exhibition Hall was useful

F. Other Items
25. The Networking Rooms were useful
26. The conference Souvenir Book was superb!
27. The conference Prizes were great
28. The conference did well at reducing its Carbon Footprint
29. Overall Conference Rating
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Disagree
Agree
0 1 2 3 4 5
0 1 2 3 4 5
0 1 2 3 4 5
Disagree
0 1 2
0 1 2
0 1 2
0 1 2
0 1 2

3
3
3
3
3

Agree
4 5
4 5
4 5
4 5
4 5
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G. Questions

1. Which speakers stood out?

2. What worked well:

3. What did not work well:

4. Other conference topic(s) of interest to me are:

5. I found out about the conference by:

6. How can the Carbon Footprint of FAOPMA-Pest Summit be further reduced?

7. Would you attend other future FAOPMA-Pest Summit Conferences?

8. I would like to make the following comments, requests or suggestions:
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APPENDIX 5: Members of the Working Party for the
FAOPMA-Pest Summit Conference Guidelines
Stephen Doggett* (Chairperson & Chief Editor),
Hector Binwek, EXCO Committee (Reserve Member), FAOPMA, Philippines.
Taro Kanazawa, Vice-President, FAOPMA, Australia and Japan.
Raymond Lee, Honorary Secretary, FAOPMA, Malaysia.
SuChart Lee, President-Elect, FAOPMA, Thailand.
Viren Merchant, Pest Control Associations (AMB) Pvt Ltd., India.
Raju Parulkar, Honorary Treasurer, FAOPMA, India.
Vasili Tsoutouras, President, FAOPMA, Australia.
*Stephen L. Doggett, Director, Department of Medical Entomology, NSW Health Pathology (ICPMR),
Westmead Hospital, WESTMEAD NSW 2145, Australia & Chief Editor, FAOPMA Magazine.
Email: Stephen.Doggett@health.nsw.gov.au
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