


WELCOME REMARKSBY DIRECTOR OF THE
MACAU GOVERNMENT TOURIST OFFICE (MGTO)

Dear Colleagues,

It is with greatest pleasure that | announce Macau will once again host the IAPCO Regional
Seminar on Professional Congress Organization, from 15th to 17th March, 2010. It is the
second consecutive year Macau will host this prestigious seminar, and we are ready, once
again, to welcome our industry colleagues from around Asia Pacific to be part of the exciting
and beneficial seminar.

While this seminar will show you how to successfully manage congresses to attract industry
support and more attendance, Macau will offer you opportunitiesto establish good networks
with worldwide professionals and hands on experience in Asia's newest and most exciting
destination for meetings and incentives.

We are delighted with the enthusiastic support of IAPGO and have no doubt that the
collective expertise of their hand picked speakers — all of whom well respected industry
professionals who will share invaluable insights — will make this seminar an un missable
event as part of your continuous professional development.

Macau is Asia’'s newest and most exciting destination that caters to every need. History and
culture buffs will especially enjoy Macau’s historic centre which is a collection of over twenty
locations that bear witness to the unique assimilation and co existence of Chinese and
Western cultures. In 2005, Macau was proudly inscribed on UNESOO's World Heritage List.

It would be my pleasure to share with you Macau’s delights and for you to take home lessons
from our IAPCO Regional Seminar.

See you in Macau soon!

Yours sincerely,

Jodo Manuel Costa Antunes
Director of Macau Government Tourist Office



MESSAGE FROM THE PRES DENT OF |APCO

It is my pleasure in invite you to the IAPQO Regional Seminar on
Professional Congress Organisation which is to take place in Macau
from Monday 15 Wednesday 17 March 2010.

IAPQO has built up a strong reputation of excellent education and
networking opportunities for its seminar participants, enrolling them
in the on going series of national and regional seminars. Whilst such
seminars are recognised as a comprehensive course for beginners, it has proved to be equally
rewarding for those who have been active in the meetings industry for many years and we
therefore invite you to take advantage of this opportunity. Sessions are designed to
facilitate traditional organisation skills as well as meeting the demands of this fast changing
businessworld. Arich source of information, this seminar, the second to be held in Macau, is
a global approach to managing international conferences and events.

For anyone active in the field of organising congresses and events who wishes to expand
their knowledge in this vast arena of PGO management, IAPQO offers you this Regional
Seminar, and we welcome you and look forward to meeting you.

Yours sincerely,

Patrizia Semprebene Buongiorno
President, IAPQO



WHAT ISIAPQO?

IAPCO (www.iapco.org) was founded in 1968 by professionals for professionals engaged in
the organization and management of international congresses, conventions and special
events. professional conference organizers (PCOs).

WHAT ISAN IAPQO SEMINAR?

A major part of IAPCO is to provide specialist training for PQOs. IAPQOs education
programme is regulated by the IAPQO Training Academy where over 1,700 people worldwide
have obtained an IAPGO Seminar Certificate of Attendance. Snce the first IAPGO Seminar in
1975, IAPQO has built up an unequalled reputation in the field of international meetings
management training.

WHO SHOULD ATTEND?

Anyone involved in the meetings industry will find this seminar programme of interest,
benefiting those of all levels of knowledge, whether new to the industry or having many
years of experience. Participants are welcome from:

y PQO companies and international meeting managers

y National organisations

y Convention bureaux and national tourism bodies

y Conference centres and conference hotels

y International associations

y Travel agenciesand DMGCs

y BExhibition management companies

y Association management companies

WHY MACAU?

Macau is Asia’s newest and most exciting destination for meetings and incentives with
billions of dollars worth of new infrastructure underway. Nowhere in Asia have there been
so much investment in large scale venues, accommodation, entertainment and attractionsin
recent years, yet everything happening simultaneously! Now is time to meet the new
Macau!



CAN YOU AFFORD NOT TO BE THERE?

2" delegate onwards from the same

Registration 1% delegate of the organization .
organization

MOP$2,000.00 for Macau entities/ MOP$1,000.00 for Macau entities/

Fee UD$250.00 for non Macau entities | UD$125.00 for non Macau entities

Registration fee includes:
f Attendance at the Seminar

f Monday 15" March 10.30 47.30

f Tuesday 16" March 09.00 17.30

f Wednesday 17" March 09.00 17.30
All materialsrelated to the seminar
Arrival & departure transfer in Macau (only for overseas delegate)
Two coffee breaks and one lunch daily from 15" to 17" March 2010
Half day Macau MICE update tour on 18" March (depends on the no. of delegatesto
participate)

Certificate of attendance by IAPQO & MGTO
f Norefundsare possible for any of the package not taken
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APPLICATION

Participation in the Seminar is strictly limited. Applicants will be accepted on a first come
first served basis and only after payment has been received. Provisional bookings are not
encouraged. However, bookings and payments can be made in a company name if the
particular participant is not yet known at the time of booking. Bank Transfer is
recommended as the payment method. An acknowledgement will be sent on receipt of a
registration form; however, confirmation of a place at the Seminar will only be made once
payment is received. Places will only be confirmed when full payment has been received. No
discounts on fees are available other than those quoted and IAPCO and MGTO has no funds
for sponsorship of participants. It is inappropriate to register an accompanying person and
requeststo do so cannot be met.

Pease complete the enclosed registration form and return to the Secretariat before
1% March 2010 by fax at +853 28727310 OR email at mbtc@macautourism.gov.mo.
Alternatively, you can do the registration online at the following link:
http://eservice.macautourism.gov.mo/ registration/ registerlAPQO.php




CERTIFICATE

A certificate of attendance from IAPGO & MGTO will be issued to all participants at the final
session of the Seminar.

CANCELLATION & REFUND

Cancellations by letter, fax, or email only received by the Secretariat before 28" February
2010, the registration fee will be refunded less 50%* and no refund will be given for
cancellations received thereafter, or for participants who do not attend or partially attend.
Participants are required to arrange insurance for cancellation, travel, loss of personal
possessions, medical, accident etc. on their own behalf. The Regional Host, MGTO reserves
the right to cancel the Seminar in the event of exceptional circumstances, in which case the
registration fee will be fully refunded*. (* All bank charges are to be borne by the participant.)

HOTEL ACCOMMODATION

As the official seminar venue, the Grand Hyatt Macau
(www.macau.grand.hyatt.com) has extended a special
seminar rate of MOP$1,380.00 nett per room per night
(approximately USD$180.00 nett per room per night)
for single or double occupancy inclusive of single
breakfast with complimentary WiF internet access
available throughout the Hotel. Such rate will be
offered for the seminar period on 15" to 17" March
2010, and extended to one day before and one day after for delegates who wish to stay
longer.

Note: Hotel reservation must be made directly to Grand Hyatt Macau by email to:
MAQGH.reservations@hyatt.com

For enquiry, please contact Reservations Department at +853 88681788. Please refer to the

enclosed Grand Hyatt Macau Reservation Form.

TRANSPORTATION

The Macau Secial Administrative Region (MSAR) is a part of China'sterritory. It islocated on
the Southeast coast of China to the western bank of the Pearl Rver Delta. Bordering on
Guangdong Province, it situates 60km from Hong Kong and 145km from the city of
Guangzhou.



Macau International Airport (http://www.macau eirport.com/site/ php/en/main.php) was
opened in 1995, and is currently being served by 11 international airlines and connecting
Macau to more than 26 international cities. For example, Air Macau, Air Asia, Air China,
Cebu Pacific Air, Xiamen Airlines, VIVA Macau, Transasia Airways, Eva Air, Philippine Airlines,
Shanghai Airlines, Tiger Airways, Jetstar Asia Airways, and others.

Delegates who wish to arrive Macau directly by air can use any of the above airline
networks. Alternatively, delegates can fly to Hong Kong International Airport, and without
leaving the  airport, take the airport  TurboET  SeabBxpress Ferry
(www.turbojet.com.hk/eng/ schedule/airport.html) and connect smoothly to Macau. Please
note that advance reservation and sailing schedule planning is necessary to ensure seamless
connection. For enquiry, please contact TurboJET at +853 87907039 or by email at
enquiry@turborjet.com.hk.

The Macau Government Tourist Office’s website contains many more traveling tips for
travelers. Please visit www.macautourism.gov.mo for more information.

THE SECRETARIAT

For any enquiry, kindly contact Macau Government Tourist Office:

Ms. Joey Yuen, +853 8396 3060

Ms. Nicole Tong, +853 8396 3055

Ms. Juliana Sam, +853 8396 3062
OR

Email: mbtc@macautourism.gov.mo




SPEAKER BIOGRAPHICAL DETAILS

Philippe Fournier, IAPQO Vice President

Managing Director, MQ, Paris, France

MdQ is one of the leading PQOs and Association Management Companies
in Europe dealing with over 100 conferences and exhibitions per year and
providing full concept congress and exhibition management to worldwide
based scientific societies, associations and federations. Philippe created
the Paris office in 2003 but has been in the industry since 1984 organising
congresses in France and all over the world. He is Vice President of
IAPQO, a founder and board member of the French PCO chapter in the
French Federation of Congresses, Exhibitions and Fairs (FFSCF) and a partner of INGON. Heis
afrequent speaker for IAPGO both at Regional Ssminarsand at Industry Trade Shows.

Roslyn McLeod, IAPGO Gouncil Member

Managing Director, arinex pty ltd, Sydney, Australia

Founded by Roslyn in 1973, arinex pty Itd, formerly Tour Hosts Pty Ltd, is
one of Australia's leading PQOs providing total conference management
for international association, government and corporate conferences and
exhibitions. In recognition of her contribution to the meetings industry,
Roslyn was awarded her country's Medal of the Order of Australia (OAM).
Roslyn is a Council Member of IAPQO, a past Member of the IAPCO
Training Academy, a past President of the Meetings and Events Australia (MEA), a partner of
INGON and a member of the Sarwood Asia Pacific MICE Advisory Board. Roslyn is a frequent
speaker at Regional Seminars, has presented at the IAPQO annual “Wolfsberg” Seminar on
numerous occasions and is recognised throughout the industry as a leading authority on
business management.

Jan Tonkin, IAPGO Gouncil Member

Managing Director, The Conference Company, Auckland, New Zealand

Jan Tonkin is the founder and Managing Director of The Conference
GCompany. With more than 25 years experience, conferences, exhibitions
and awards programmes have been the focus of Jan’s professional life,
both in Britain and in New Zealand. Formed in 1990, The Conference
Company has become New Zealand's leading PGO business with 24 staff
and offices in Auckland, Wellington and Christchurch. The Conference
GCompany is the only accredited member of IAPQO in New Zealand. Jan is a member of the
Board of Conventions & Incentives New Zealand and an I1APGCO Council Member, Chair of the
Quality Committee. She is a frequent speaker at IAPCO Regional Seminars and at the IAPGCO
annual “Wolfsberg” Seminar.




PROGRAMME

March 15 March 16 March 17
(Day 1) (Day 2) (Day 3)
A Shapshot Understanding of the Mechanics of Promoting a
Gonference and Exhibition Organising Destination and Bidding
to Win
0900 0945 Basic Organisation Session In depth Topic
S Session 1
Sponsorship IAPCO, the Conference
Industry & the Role of
: : PQOstoday
0945 1030 Registration Basic Organisation Session In depth Topic
6 Session 2
Exhibitions RfPs and
Understanding the
dient’s Expectations
1030 4100 Opening Refreshment Break
1030 4100 Basic Organisation Basic Organisation Session In depth Topic
Sesson 1 7 Sesson 3
Introduction to Venue Management, CR Bidding for
Association Meetings & Green Meetings International
Associations
11454230 Basic Organisation Basic Organisation Session In depth Topic
Session 2 8 Session 4
Qreating the Project Social Programme SQuccessful Bidding and
MPan Hfective Presentations
1230 4400 Lunch Break
1400 4445 Basic Organisation Basic Organiation Session In depth Topic
Session 3 9 Question & Answer
FHnancial Panning& | Programme Management
Budgets & Abstract Handling
1445 4545 Refreshment Break
1545 4615 Basic Organisation Basic Organisation Session Presentation of
Session 4 10 Working Groups
Promotion of a Qongress Registration &
Gongress On Qte Arrangements dosing of Seminar
16154730 Working Groups Working Groups




PROGRAMME CONTENT

The following 3 day programme has been selected to provide you with a snapshot
understanding of the mechanics of conferences and exhibitions and in the time available gain
an overview of some of the elements of organisation. In addition, day 3 will explore in depth
the Promotion of a Destination and Bidding to Win.

Introduction to Association Meetings

This seminar is focused on the organisation of international association meetings, however,
the principals can be applied to all kinds of conferences. An opportunity to refresh one’s
knowledge of the different types of meetings and how they impact upon our industry:
Association Meetings, Governmental Meetings and Corporate dients.

Qreating the Project Plan
A new conference is a new venture which needs to be planned from the beginning. As with
any business a full project plan will need to be created from within a given framework.

Soonsorship

Congresses provide the opportunity for companies to gain exposure to their client base and
lift their profile. How to construct a sponsorship strategy to achieve financial advantage to
the congress and deliver satisfactory outcomes for sponsors.

Fnancial Planning and Budgets

Budgeting and budget control is the essential ingredient to a well run meeting. Obtaining
guotations, assessing delegate and exhibition revenue to create a workable budget; looking
at pre financing and cashflow objectives.

Promotion of a Gongress

Most congresses need a marketing plan and the actions to attract delegates, prominent
speakers, delegates, sponsors and exhibitors. This takes careful planning to raise the
awareness of the congress whilst keeping the coststo a minimum.

Venue Management, CSRand Green Meetings

Despite the technological revolution, the selection of the right venue remains a crucial task;
how that venue is used to maximise its potential; basic hall management skills with correct
scheduling form an integral part of the planning process. In today’s climate, creating Green
Bvents, utilising environmentally friendly techniques, is becoming an essential ingredient in
organising congresses. Taking Corporate Social Responsibility is equally important.



Exhibitions

Where sellers can meet their buyers attending the congress and an extension of the congress
scientific programme, the exhibition provides an ambience to do business in what is often
compared to a modern supermarket of specialist product or services. Learn why exhibitions
have become an important part of most congresses and how to go about planning one.

Social Programmes

Face to face meetings are all about networking. The social programme is an important part of
any meeting and provides the opportunity for participants to meet others in a social
atmosphere combining entertainment or food and beverage in the package.

Programme Management & Abstract Handling

Attention to detail is one of the hallmarks when undertaking scientific programmes and
publications. Whether managing the invited speakers, preparing clear and logical print and
web materials, or handling the receipt of 100s of abstracts, it is the programme that is the
key to any congress.

Registration and On Ste Arrangements

Establishing an effective preregistration system taking into account both international
association and corporate meetings is essential. Deciding which technology is the most
suitable for you and your clients, and how to use it efficiently to ensure the perfect
registration system will be discussed. On site registration is as important as the advance
procedures.

IN @EPTH TOPIC

Promoting a Destination and Bidding to Win: As more and more countries and cities compete
for the major international conferences, it is becoming increasingly important to understand
the marketplace, to know when to lobby and when not to, and how to create that winning
Bid. Thisday will be devoted to In Depth discussion on thistopic.

IAPQO, the Conference Industry and the Role of PQOstoday

This session will include an introduction to IAPQO, its history, goals and achievements. A
current market analysis will be included together with an overview of the International
Association market. Details of the modern PGO and the services provided will be included
and how the PQOfitsinto the Bidding Process.



RAPs and Understanding the Qient’s Expectations

It is essential that a Bid reflects the wishes of the dient and the Bvent. This session will look
at RAPs [Requests for Proposals], what to include within them and how to use the Project
Pan to understand the needs of the dient.

Bidding for International Associations

There is much to be taken into account when preparing a Bid for the International
Association Market. This session will look at the partners involved, who takes the lead,
inviting international board members to site visits, various Bid strategies and the USP  that
Unique Selling Point. Marketing a Destination will be a key element of the Session.

Successful Bidding and Hfective Presentations
Bidding is about the presentation, whether it be a Bid Book, technology, stage presentation.
This session will ook at alternative Bid strategies, presentation skills and the preparation of
material for the Bid Book and the Presentation.



|APCORegional Seminar 2010

on

Professional Congress Qrganization
Monday 15 — Wednesday 17 March 2010

BEGI STRATION FORM &

Personal Information

Hrst name: Last name: (Mr/Mrs/Ms)
Company:
Address: Qountry:
Function/ Job Title:
Membership: [ ] AACVB [ ] 1APCO [] 10cA
[ ] Industry Partner Program (MGTO/ MBTC) [ ] Others:
Phone: ( ) Fax: ( )
Email:
Years of experience in the conference industry: Date of birth: / /

Company Activity

[ ] POO Company

[ ] Convention Bureau

[ ] Bxhibition Management Company

[ ] Travel Agency
[ ] bmC

Within my Company | have involvement with:
[ ] Managing my Company/ Department

[ ] Project Management

[ ] Sonsorship

[ ] Accommodation

[ ] Sdientific Programmes & Abstracts

[ ] Cther (please specify):

[ ] National Organization/ Association

[ ] International Organization/ Association
[ ] Conference Hotel

[ ] Conference Centre

[ ] Other (please specify):

[ ] Bidding for Congresses

[ ] Bxhibitions

[ ] Registration

[ ] FAnancial Planning & Budgets

[ ] CongressPromotion & Marketing

Registration Fee

Registration

1% delegate of the organization

2" delegate onwards from the same
organization

Fee

MOP$2,000.00 for Macau entities/
UD$250.00 for non Macau entities

MOP$1,000.00 for Macau entities/
UD$125.00 for non Macau entities

* Regigtration fee includes documentation, lunches, refreshment breaks, certificate of attendance and a half day Macau

MICE update tour.

* Registration fee does not include accommodation. Reservation must be made directly to hotel — see Hotel

Reservation Form attached.



Cancellation & Refund

Cancellations rby letter, fax, or email only rreceived by the Secretariat before 28" February 2010, the
registration fee will be refunded less 50%* and no refund will be given for cancellations received thereafter,
or for participants who do not attend or partially attend. A confirmation of cancellation will be sent by
MGTO thereafter. Participants are required to arrange insurance for cancellation, travel, loss of personal
possessions, medical, accident etc. on their own behalf. The Regional Host, MGTO reserves the right to
cancel the Seminar in the event of exceptional circumstances, in which case the registration fee will be fully
refunded*. (*All bank charges are to be borne by the participant.)

Payment

Bank Transfer | Payment isto be made to:

Account Name : Fundo de Turismo

Account No.: 8003911119

Swift Code: BNULMO MX

Bank Name: Banco Nacional Ultramarino SA.

Bank Address: Avenida Almeida Ribeiro nos. 22 e 38, Macau

Please send a copy of the original Bank Transfer — payable to the mentioned account number —

together with this registration form to the Secretariat for record.  Kindly note all the bank charges
are to be borne by the client. Qur final receipt will only declare the nett amount to be received by
MGTO (excluding all the bank charges).

Registration & Payment Deadline: 01* March 2010

Other Arrangements
Macau MICEupdate tour (Only for overseas delegates)
[ ] laminterested to join a half day Macau MICE update tour on 18" March 2010.

Travel and Transfers

I will travel to Macau by

[[] Sea [ ] Ar [ ] own arrangements/car
* Secific travel details will be requested nearer the time of the seminar.

Soecial Dietary Arrangement
Please specify if any special dietary arrangement isrequired

[ ] YES I would like to be added to the Macau Business Tourism Centre (MBTC) database for receipt of
future MBTCdocuments and information updates.

(MBTCisa unit under MGTO whose mission isto facilitate and promote MICE activities in the Macau SAR).

Pease complete this registration form and return to the Secretariat by fax to +853 28727310 or email at
mbtc@macautourism.gov.mo before 1st March 2010. For any enquiry, please contact Ms. Joey Yuen (+853 8396 3060),
Ms. Nicole Tong (+853 8396 3055), or Ms. Juliana Sam (+853 8396 3062)




MACAU GOVERNMENT TOURIST OFFICE
IAPCO Regional Seminar 2010

15 March 2010 - 17 March 2010

GRAND HYATT MACAU RESERVATION FORM

Grand Hyatt Macau

Address: City of Dreams, Estrada do Istmo
Cotai Macau

Tel: +853 8868 1234

Please return form to

Reservations Department by 1 March 2010.

E-mail: MACGH.reservations@hyatt.com
Reservation Tel: +853 8868 1788

BOOKING DETAILS:

Guest |

Last Name (Mr/Mrs/Ms): First Name:

Arrival Date: Flight/ Ferry: Time:

Departure Date: Flight/ Ferry: Time:

Title: Company:

Address:

Country/ City: Zip/Postal Code:

Telephone: Email:

Guest Il (For Double Occupancy Booking)

Last Name (Mr/Mrs/Ms): First Name:

Arrival Date: Flight/ Ferry: Time:

Departure Date: Flight/ Ferry: Time:

Title: Company:

Address:

Country/ City: Zip/Postal Code:

Telephone: Email:
PLEASE RESERVE: (Please tick the appropriate box)

14 Mar 2010 (Sun) 15 Mar 2010 (Mon) 16 Mar 2010 (Tues) 17 Mar 2010 (Wed) 18 Mar 2010 (Thur)

Grand Deluxe King [] 14 Il O 14 O 1" 4

Inclusive breakfast

Preference: D D

The above room rates are applicable for the above period. Pre and post stay will be subject to availability at the prevailing rate of the day.

Extra bed can be arranged at MOP 345 nett daily.

HOTEL SHUTTLE

Complimentary Hotel shuttle is available from the following pick-up points. Please visit http://www.cityofdreams.com.mo/en/locate_us for shuttle schedule.
Shuttle bus available at Taipa Temporary Ferry Terminal, Macau Maritime Ferry Terminal, Macau International Airport, Macau Barrier Gate, Macau Lotus Bridge Border

RESERVATIONS GUARANTEE:

Credit Card with expiry date is required at the time of booking.
Room reservations without credit card details will not be processed.

Please attach a clear photocopy of the credit card (back and front) to this reservation form.

O
Card Holder:

Card No:

O g

Expiry Date:

Signature:

TERMS & CONDITIONS:

Requests received after 1 March 2010 will be accepted subject to availability and at the prevailing rate of the day if the group rate is not available.

Check-in time is after 3:00 pm. Check-out time is before 11:00 am.

Room may be extended until 6:00 pm at 50% of the group room rate, subject to availability. After 6:00 pm rooms will be charged at the full group rate.

Room and incidental charges will be settled by individual guests upon departure.

Cancellation, amendments or shortening of stay must be made 48 hours prior to arrival, otherwise a penalty of the room fee for entire stay will be charged to the given credit card.
No-show on the specified date of arrival will be subject to full room charges for entire stay as cancellation fee and to be settled by given credit card. The reservation will be released

at 12noon after the expected date of arrival.

In all case, MGTO is liable to settle all outstanding room charges based on the guarantee room block.




