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These Standing Orders shall regulate the activities and membership of IAPCO

Articlel MEMBERSHIP

Categories of Membership

The categories of membership are as follows:
(a) Company Membership

(b) Invited Membership
Invited membership
Intergovernmental membership
Honorary membership
Retired membership

(c) Branch Office Membership
Branch Office
Company Membership (Branch Office)

(d) Additional Representatives

(@) Company Membership

Company Membership shall be open to professional congress organising companies
engaged in the organisation of all services required for the preparation and running of
international meetings.

(b) Invited Membership

Invited Membership shall be open to those individuals whom the General Assembly, on
the recommendation of the Council, wishes, because of their status in the sphere of
international congresses, to participate in the activities and deliberations of the
Association. Invited membership terminates when the individual ceases to hold the
position which qualified him or her for invitation, or any position of comparable status.

Intergovernmental Membership e.g. Heads of Congress Departments in Inter-
governmental Organisations, on recommendation of the Council, and who wish to
participate in the activities of the Association shall be invited on the recommendation of
Council to join IAPCO. Intergovernmental members shall not pay a membership fee,
shall have no voting rights and not be eligible for Council.

Honorary Membership shall be open to those individuals whom the General Assembly,
on the recommendation of the Council, wishes to honour for their outstanding contribution
to the work or reputation of the Association, or to the organisation of international
congresses in general. Honorary membership shall be for life, however, honorary
members who return to business after admission for honorary membership shall cease to
hold the position of honorary member of the Association and may, if appropriate to their
new business, join a different membership category.
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Retired Membership shall be open to those individuals who are no longer active PCOs
and whom the General Assembly, on the recommendation of the Council, wishes to
continue to offer their expertise and experience to the Association. Retired members
shall pay a membership fee, but have no voting rights and are not eligible for Council.

(c) Branch Office Membership

Branch Office Membership shall be open to Company Members with one or more
branch office or majority held shareholder offices (at least 75%). These Company
Members are allowed to use the IAPCO brand for all these offices at an additional fee of
30% of the annual membership fee, per office. These offices, acknowledged as Branch
Office Members in the list of members, do not have any voting rights and are not eligible
for Council.

Company Membership (Branch Office) - after four years as Branch Office Membership,
the Branch Office can automatically be transferred to Company Membership status —
Company Member (Branch Office) — with all the privileges and rights of a Company
Member.  Similarly a Company Member who is acquired by another Company Member
can be automatically registered as a Company Member (Branch Office).

Company Member (Branch Office) fees will be at a membership fee of 70% of the
Company Member fee.  Whilst the representative of the Company Member (Branch
Office) is eligible for Council, they are nevertheless exempt from election to Council in the
event of another Council Member already existing on Council from the same group of
companies.

Furthermore, the accumulated voting rights of any one Company Member and its
associated Company Member (Branch Office) may not exceed 5% of the voting rights.
Company Member (Branch Office) may not hold proxy votes.

(d) Additional Representatives

Additional Representatives to be listed on the published List of Members and to be listed
on the company entries on the website will be set at 10% of the Company Membership
fee. Additional Representatives will be noted by name, position and personal email.
Additional Representatives have no voting rights and are not eligible for Council.

Membership Requirements
Company Member Application Criteria
1.1 In order to qualify for Company Membership, applicants must:

(a) have been engaged exclusively or principally on a permanent basis in the
organisation of all services required for the preparation and running of international
meetings for at least two years

OR
have been engaged continuously for at least 50% of their time and for a period of at
least four years in the organisation of all services required for the preparation and
running of international meetings.
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(b) have organised ten international meetings:
attended by representatives of more than five different countries with minimum
40% foreign participants
of at least two full working days duration
at least five of these meetings should have been attended by at least four
hundred delegates.

Full information concerning the organisation of these meetings shall be submitted to the
Council by the applicant, by means of a special questionnaire. Applicants are further
required to invite at their own expense a Council member, or a member of the Association
specially delegated by the Council for the purpose, to their permanent office and to a
congress organised entirely by them. Enforcement of this clause is entirely at the
discretion of the Council.

Branch Office Application Criteria

In order to qualify for the Branch Office Membership, applicants must:
share the same operational standards with other company offices
organise internal staff training to comply with the standards
centrally control the management of branch office(s)
have been in existence and managed by a Company Member for at least two
years

Full information concerning the structure and operations of the branch office shall be
submitted to the Council by the applicant, by means of a special questionnaire. If these
requirements are not fulfilled, the Council will appoint a Council member, or a member of
the Association specially delegated by the Council for the purpose, to conduct an
appraisal visit to the branch office(s). The cost of the visit will be paid by the applicant.
Enforcement of this clause is entirely at the discretion of the Council.

1.2 Admission to Company Membership or Branch Office Membership shall be subject
to a decision of the Council having undertaken due diligence

1.3 There is no restriction on the number of branch office memberships per one
Company Member. The membership of a branch office is tied upon the continuation,
ceasing, exclusion or resignation of the Company Member to whom the branch office
belongs.

1.4 Should a change occur in the ownership or management of a Company Member,
continuation of the membership of such company shall be subject to the approval of the
Council.

1.5 Company Members who cease to fulfill the terms and conditions laid down for
admission to membership shall cease to hold the capacity of Member of the Association.

1.6 Any Company Member may resign at any time by giving one month’s notice to be
delivered by registered letter addressed to the President of the Association.

1.7 A member who acts contrary to the Statutes, Standing Orders and/or Code of
Conduct may be excluded from the Association by a two thirds majority decision of the
General Assembly. No member shall be excluded except upon three months’ notice from
the Council, specifying the grounds upon which exclusion is based, and after having been
given the opportunity to be heard by the General Assembly.
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1.8 Resignation or exclusion of a Company Member shall not relieve such member from
the obligation to pay dues for the financial year in which resignation or exclusion takes
place. In a case of resignation or exclusion, a Company Member will be responsible also
for the dues of its branch offices.

1.9 Any Member who, through death or otherwise, ceases to belong to the Association,
shall forfeit any right to any part of the assets of the Association.

1.10 IAPCO Logo: Members are entitled to use the logo of the Association in the
following manner:

Company Members and their Branch Office Members are entitled to use the logo
on all their stationery and publications always in connection with their company,
department or institution name;

Invited Members may use the logo on their personal stationery and leaflets;

use of the logo shall comply with the guideline ‘Recommended use of the IAPCO
logo’ as set out in the so named document

No other persons are entitled to make use of the logo or abbreviation on or in any
publication.

Participants in IAPCO seminars may use the phrase ‘[APCO Seminar participant [year]’
without using the logo.

Article2 MEMBERSHIP FEE

The membership fee for Company Members, and thus all other membership fees
accordingly, shall be determined by the General Assembly based on recommendation

from Council.

2.1 Fees will be invoiced in April each year. The fee is to be paid to the IAPCO account
by the due date stipulated.

2.2 Late payment will be subject to a surcharge of 15%.

2.3 Failure to pay the membership fee by the due date could result in the removal of the
Member’s or Branch Office’s name from the List of Members.

2.4 New members are due to pay the membership fee within a month of notification of
their admission and after receipt of an invoice.

2.5 New members admitted after September 1st in any year shall have their fee for that
year reduced by 50%.

2.6 Branch Office Membership will be set at 30% of the Company Membership fee

2.7 Company Member (Branch Office) will be set at 70% of the Company Membership
fee

2.8 Additional representatives to be listed on the published List of Members and to be
listed on the company entries on the website will be set at 10% of the Company
Membership fee.

2.9 Retired Members shall pay a fee to be set at 10% of the Company Membership fee



Article 3 CONTINUATION OF ELIGIBILITY FOR MEMBERSHIP

3.1 In order to show that a Company Member and a Branch Office Member remain
active in the field of congress organisation, a list of meetings organised by the Member
and the Branch Office Member in the past year, and to be organised in future years, shall
be submitted annually to the Secretariat by the due date stipulated.

3.2 In order to show that a Company Member complies with the quality standard of the
Association, each Company Member shall complete the Quality Documents as stipulated
on the recommendation of Council by the due date. Failure to complete the
documentation to the satisfaction of the Quality Committee, or failure to submit the
documentation will result in such notification on the Association website.
Recommendations of the Quality Committee shall be subject to ‘due reasonableness’ at
all times, and is subject to the guidance of Council.

3.3 From time to time, Council will request information from Members by way of Survey
or Contribution to IAPCO activities. Members are expected to respond to all such
reasonable requests for information and to comply with the obligations of their
membership, participating in the activities and requirements of the association. Continual
non-compliance will lead to exclusion and recommended termination of membership.

3.4 Council may arrange for the inspection, at the cost of the Association, of any
meeting organised by a Company Member.

3.5 Failure to confirm fulfillment of membership status by the due date could result in
the removal of the Member’s name from the published List of Members.

3.6 Retired Members must advise the Council on an annual basis of their continued
non-employment in the professional congress organising business. The Council has the
right to refuse or to withdraw their membership

Article4 NOTICES

4.1 Any notice to be given to or by any person in accordance with the Statutes or
Standing Orders shall be in writing or equivalent.

4.2. The Association may give any Notice to Members either personally or electronically
or by sending it by post in a prepaid envelope addressed to the Member at their registered
address or by leaving it at their address.

4.3. The accidental omission to give Notice of a Meeting to, or the non-receipt of Notice
of a Meeting by, any person entitled to receive Notice shall not invalidate the proceedings
at that Meeting.



Article5 ANNUAL MEETING & GENERAL ASSEMBLY

Convening notices and provisional agenda shall be sent at least two months in advance of
the meeting by the Secretariat.

5.1 Every Company Member, Company Member (Branch Office), but not Invited
Member or Branch Office Member, should be present or represented at the Annual
Meeting & General Assembly.

5.2 Every new member (whether Company Member or Company Member (Branch
Office)) must be in attendance at either the first or second Annual Meeting & General
Assembly following their acceptance into membership unless excused by vote of the
Council for reasons beyond the control of the Member. In the case of Company
Membership, the person in attendance should be the Member representative as notified to
the Association and as contained in the List of Members.

5.3 Failure of a Company Member to be present in person or represented by a
colleague from the same member company at three consecutive Annual Meeting &
General Assemblies shall be grounds for exclusion from membership.

54 A Company Member may be represented at the Annual Meeting & General
Assembly and other meetings of the Association by one or more of its directors or senior
managers, including branch office directors or senior managers.

5.5 Any Company Member, unable to attend an Annual Meeting & General Assembly,
may be represented at such meeting by another Company Member, Company Member
(Branch Office) member, or an additional representative. The member unable to attend
shall complete a Transfer of Proxy form provided by the Secretariat. The powers of the
proxy holder are restricted to actual and specific issues. No Member shall hold more than
two proxies and no Company Member (Branch Office) may hold any proxies.

5.6 No business shall be transacted at a meeting of the General Assembly unless a
quorum is present.  Twenty-five persons entitled to vote upon the business to be
transacted, each being a member or a duly authorized representative of a member, or
one-third of the eligible membership, whichever is the fewer, shall constitute a quorum

5.7 If a quorum is not present within half an hour from the time appointed for the
meeting, the meeting shall stand adjourned to such time and place as the Council may
determine.

5.8 The President, or in his or her absence some other member of Council nominated
by the Council, shall preside as chairman of the meeting but, if neither the President nor
such other Council member (if any) be present within fifteen minutes after the time
appointed for holding the meeting and willing to act, the Council members present shall
elect one of their number to be chairman and, if there is only one Council member present
and willing to act, he or she shall be chairman.

5.9 If no Council member is willing to act as chairman, or if no Council member is
present within fifteen minutes after the time appointed for holding the meeting, the
members present and entitled to vote shall choose one of their number to be chairman.

5.10 A Council member shall be entitled to attend and speak at any meeting of the
General Assembly.



5.11 The chairman may, with the consent of a meeting at which a quorum is present (and
shall if so directed by the meeting), adjourn the meeting from time to time and from place
to place, but no business shall be transacted at an adjourned meeting other than business
which might properly have been transacted at the meeting had adjournment not taken
place. When a meeting is adjourned for fourteen days or more, at least seven clear days’
notice shall be given specifying the time and place of the adjourned meeting and the
general nature of the business to be transacted. Otherwise it shall not be necessary to
give any such notice.

Article6 THE COUNCIL

6.1 The Association shall be administered by a Council consisting of at least eight and
up to eleven Company Members, among them a President, a Vice-President, and a
Treasurer.

Eight members of the Council are elected by the General Assembly; the elected members
can co-opt up to three other members for a period of one year.

the outgoing President in the first year after his/her mandate has expired only
the Training Academy Chair and
the Host of the following Annual Meeting & General Assembly.

Council may invite members of the Association to report on various administrative topics
and as such to participate in specific elements of Council meetings.

6.2. A Council member who ceases to be engaged in the profession of congress
organiser shall cease to hold the office of Council member,

6.3 Should a Council member through death or otherwise cease to hold office before
the expiry of their normal two year term, the vacancy shall be filled at the next Council
meeting by co-option referred to the next General Assembly for confirmation. In the
absence of confirmation the vacancy shall be filled at the General Assembly by secret
ballot. The new Council member shall hold office for the remainder of the term of the
predecessor.

6.4 Should the President cease to hold office before the expiry of his or her term, the
function shall pass to the Vice President until the vacancy is filled at the next General
Assembly.

6.5 Election to the office of President shall be open to any person who has served as a
member of the Council.

6.6 Election to the Council shall be open to any representative of any Company
Member, whether Company or Company Member (Branch Office) membership, who, or
whose company, has been in membership of the Association for at least two years and in
respect of whom there are no outstanding dues. However, only one member per company
or per group will be eligible to serve on the Council at any one time.

6.8 The President shall call a meeting of the Council at least twice a year. The quorum
shall be three.

6.9 Any Council member absent without permission from all meetings held within a
period of twelve months shall be invited by the President to stand down from the Council.



6.10 A resolution in writing, signed by all the Council members entitled to receive notice
of a meeting of Council or of a committee of Council, shall be as valid and effective as if it
had been passed at a meeting of Council or (as the case may be) a committee of Council
duly convened and held. Such a resolution may consist of several documents in the same
form, each signed by one or more of the Council members.

6.11 Any bank account in which any part of the assets of the Association is deposited
shall be operated by the Council members and shall indicate the name of the Association.
All payment of money from such account shall be authorised by at least two approved
signatories.

Article 7 THE ADMINISTRATOR OF THE ASSOCIATION

The Administrator shall be appointed by the Council members for such term, and upon
such considerations as they may think fit; and any Administrator so appointed may be
removed by them.

Article8 CODE OF CONDUCT

All members must respect the Code of Conduct of the Association. The Committee of
Ethics will be made up of a minimum of three and a maximum of four Members according
to the document entitled “‘The Committee of Ethics’. Any breach of this Code will be
submitted to the Committee of Ethics according to the relevant document.

Article9 EXCLUSION

Should a member fail to comply with the above requirements within the membership year,
the membership status shall be reviewed at the following General Assembly in
accordance with the Statutes of the Association.

Article 10 AMENDMENTS

Any proposal regarding amendments to the Standing Orders shall emanate from the
Council, or from at least one fifth of the Company Members/Company Member (Branch
Offices) of the Association. The Council shall advise the Members of the proposal at least
one month prior to the meeting of the General Assembly at which they shall be considered
and voted upon in accordance with the Statutes. The decision shall be confirmed
immediately. Alternatively the Council shall advise the Members of the proposal at the
General Assembly and arrange for an immediate vote, the result of which shall be notified
to all Members immediately after the General Assembly. The decision shall only be
confirmed after a period of one month and only if no objection has been received.

Article 11

These Standing Orders were adopted at the General Assembly, February 2008, and
replace all previously governing Bylaws with amendments. Reproduction of any part or of
the entire document is subject prior authorisation and approval from IAPCO. Copyright
IAPCO.



