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Malaysia Convention & Exhibition Bureau (MyCEB) is partnering with IAPCO (International Association of
Professional Congress Organisers) to provide professional congress management training for meeting and
event planners that serve the association, corporate and government markets in South East Asia.
IAPCO is a professional association, serving the needs of the professional congress organisers (PCOs) all
over the world and setting standards for an industry which is rapidly expanding throughout Asia.

PROGRAM

Day 1

Day 2

Day 3

Wednesday 14 March

Thursday 15 March

Friday 16 March

Promoting a Destination and
Bidding to Win (1 hr. CMP)

Social Communication and
Electronic Marketing
(1 hr. CMP)

Financial Planning, Budgeting and
Creating ROI (1 hr. CMP)

Exhibition Planning and
Development (1 hr. CMP)

0900-1000
1000-1100

Rehearsals

1100-1130

Refreshment break
Programme Management and
Managing Apps (1 hr. CMP)

1130-1230
1230-1345
1345-1445

Venue and Accommodation
Management (1 hr. CMP)

Lunch break
Opening and Introduction to
IAPCO: Today’s Meetings and
their Challenges

1445-1515

Developing an Effective
Sponsorship Strategy
(1 hr. CMP)

Registration and On-Site
Arrangements and Technology (1
hr. CMP)

Refreshment break

1515-1615

Creating the Project Plan
for a Congress (1 hr. CMP)

Promotion of a Congress
(1 hr. CMP)

1615-1730

Working Group Part 1

Working Group Part 2

Presentation of Working Groups.

Closing of Seminar

CERTIFIED MEETING PROFESSIONAL PPROGRAM (CMP)
For more than twenty-five years, the Convention Industry Council (CIC) has defined new levels of professionalism
through its Certified Meeting Professional (CMP) program. CIC certifies individuals through an internationally
recognised certification program that evaluates the competency of meeting professionals. The CMP designation
represents the standard of excellence in today’s meetings, conventions and exhibitions industry. In order to apply, an
applicant must have a minimum of three years industry experience, completed a minimum of 25 hours of continuing
education and pass the CMP examination. The IAPCO Seminar, held in Kuala Lumpur from 14-16 March 2012
provides up to 10 hours of continuing education that can be applied towards the CMP application.
Visit the CIC website – www.conventionindustry.org – and click on CMP Program for further information.

PROGRAMME CONTENT
The following programme has been designed to provide both an overview and detailed organisational elements of
managing international association meetings. Advanced tips, trends and current planning are incorporated into all
sessions.
		
Introduction to today’s International Association Meetings and their Challenges						
This seminar is focused on the organisation of international association meetings; however, the principals can be
applied to all kinds of congresses. This brief introduction will describe IAPCO and today’s PCOs, together with a look
at the changes and future trends of the international association market, and RfPs [Requests for Proposals].
							
Creating the Project Plan for a Congress
A new congress 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.		
Promoting a Destination and Bidding to Win							
As more and more countries and cities compete for the major international congresses, 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.
Financial Planning, Budgets and ROI 						
Budgeting and budget control is the essential ingredient to a well-run meeting. Obtaining quotations, assessing
delegate and exhibition revenue to create a workable budget; looking at pre-financing and cash flow objectives.
ROI for clients and agencies will be discussed.
Dynamics of Programme Management, Abstracts, CME and Apps
				
Attention to detail is essential when undertaking scientific programmes and publications. Whether managing invited
speakers, understanding CME, 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. Apps provide the delegates’ tool.
Developing an Effective Sponsorship Strategy							
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.

Promotion of a Congress							
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 costs to a minimum.
Social Communication and Electronic Marketing							
Includes information on website, email broadcasts, social media such as facebook, linkedIn, in promotion of a congress;
what are they and how do they serve our new connected hybrid audience.
Exhibition Planning & Development							
An exhibition is an extension of the congress scientific programme, providing an ambience within which to do business
and to what is often compared to a modern supermarket of a specialist product or service. Learn why exhibitions have
become an important part of most congresses and how to plan one.
Venue and Accommodation Management
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. How to develop a win-win relationship with hotels when booking accommodation; understand revenue and
yield management, the requirements of the client, the PCO and industry.
							
Registration, On-Site Arrangements and Delegate Technology							
Establishing an effective pre-registration system 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. On-site registration is as
important as the advance procedures. Delegate technology is today’s essential component.
Working Group Presentations
It is customary to include working group sessions as part of the seminar programme. This provides the students with the
opportunity to network, work as a team, draw on the presentations of the seminar, and learn from the experience of
their colleagues. Working groups should consist of a maximum of 10 persons.

SPEAKER BIOGRAPHICAL DETAILS
Mathias Posch, IAPCO Council Member,
President, International Conference Services (ICS), Vancouver, Canada
Mathias is President and Partner of International Conference Services Ltd, a
leading PCO in Canada. Under his leadership the company expanded into
Europe and the USA and grew its international business significantly. Having
managed conferences of up to 15,000 participants in over 20 countries all
over the world and running offices in three countries, he has an excellent
understanding of the international conference business. Before taking over the
Management of ICS, Mathias worked as Director of Operations at Mondial
Congress in Vienna. Mathias is an IAPCO Council Member and responsible
for International Relations.

Sarah Storie-Pugh, IAPCO Administrator,
Ambassador, Congrex UK, London, UK / IAPCO Administrator
Sarah’s background is purely that of conference organisation with personal
involvement in over 350 events from 200-10000 participants and 100-4000
m2 exhibitions. Sarah joined Concorde Services in 1983 as joint MD and
partner, having spent the previous six years organising international association
events. Within the Congrex Group, with whom Concorde merged in 2006,
Sarah is ambassador of the administrative offices in London and Glasgow.
Sarah was awarded the Meetings Industry Personality of the Year Award, is a
past President and former Treasurer of IAPCO and the current Administrator of
the Association.

André Vietor
Managing Director, Viajes Iberia Congresos, Barcelona, Spain
André, who joined the PCO business in 1995 and leads the congress division
of Viajes Iberia Congresos with four branch offices (Barcelona, Madrid, Seville
and Valencia), has been responsible for more than 750 organized meetings
in Europe and Latin America. André started his career in the hotel industry
(Inter- Continental and Ritz-Carlton) where he held sales positions for specific
properties and international sales offices for almost eleven years. He is a past
president of IAPCO and is the current chair of the IAPCO Training Academy.

WHO SHOULD ATTEND?
Independent or in-house meeting and event organisers that serve the association, corporate and government meetings
market including Professional Congress Organisers, Event Management Companies, Destination Management
Companies, In-house meeting and event planners, Conference venues and hotels, Convention and Visitor Bureaus.

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 together
with, if required, an invoice; however, confirmation of a place at the Seminar will only be made once payment is
received.
Please complete the enclosed registration form and return to the Secretariat before 24th February 2012 by fax to: (603)
2034 2091 OR email to hani@myceb.com.my.

PARTICIPATION FEES:
		
DESCRIPTION				
MyCEB Industry Partners and IAPCO members
Non Members						

FIRST DELEGATE		
US$150.00 / RM450.00
US$250.00 / RM770.00

SECOND DELEGATE
US$75.00 / RM230.00
US$125.00 / RM385.00

Cancellation & Refund
1. Cancellations by letter, fax or email only – received by the Secretariat before 1st March 2012, the registration fee
will be refunded less 50%* and/or no refund will be given for cancellations received thereafter, or for participants
who do not attend or partially attend.
2. A confirmation of cancellation will be sent my MyCEB thereafter.
3. The Regional Host, MyCEB 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.

RSVP
Date: 24th February 2012
Ms Hani Ramdas
MALAYSIA CONVENTION & EXHIBITION BUREAU (MyCEB)
Suite 14.3, Level 14, Menara IMC, 8 Jalan Sultan Ismail, 50250 Kuala Lumpur, MALAYSIA
E: hani@myceb.com.my
T: +60 3 2034 2090		
F: +60 3 2034 2091

HOTEL ACCOMMODATION
As the official seminar venue, the Crowne Plaza Mutiara Kuala Lumpur (www.crowneplaza.com/kualalumpur)
has extended a special seminar rate of RM330.00++ per deluxe room per night (deluxe room is approximately
US$108.00++ per room per night) inclusive of daily buffet breakfast. Such rate will be offered for IAPCO Seminar
period on 13th – 17th March 2012, pre and post event special rates will be offered to IAPCO delegates. Please refer
to the enclosed Hotel Registration Form.
Reservation must be made directly to Crowne Plaza Mutiara Kuala Lumpur by email to: sophia.fong@cpmkl.com or
by fax +603 2146 3895. For enquiry, please contact Ms Sophia Fong, Crowne Meetings Manager, +603 2146 3724.

TRANSPORT
From the modern Kuala Lumpur International Airport (KLIA) there are over 50 national and international airlines that
connect to over 100 destinations worldwide. This includes both mainstream and low cost carriers that provide highly
competitive airfares.
The KL Express rail takes just 28 minutes from KLIA to KL Sentral, a major transport hub that connects with metropolitan
taxi, rail, coach or monorail services.
Taxi is the most widely and easily available form of transport. City taxies operate by meter and may be hired from
taxi stands, hailed by roadside or through a radiophone paging system. There are also minivan-type taxis for carrying
larger parties.
Light Rail Transit (LRT) and KL Monorail provide inner-city public transportation for Kuala Lumpur, serving businesses,
hotels and shopping districts, and also major parts of greater Kuala Lumpur. Fares are more affordable than taxis and
will link-up with other LRT and train networks at KL Sentral.
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REGISTRATION FORM
Personal Information
First Name:								

Last Name: (Mr/Mrs/Ms)

Company:
Address:
Title:
Phone: (

)							

Fax: (

)

E-mail:
Years of experience in the conference industry:		

Date of Birth :

/

/

Company Type
Professional Conference Organiser

		

National Organization / Association

Destination Management Company

		

Conference Hotel

Convention Bureau

				

Event Management Company

		

Convention Centre
Other (please specify):

Within my Company I have involvement with:
Managing my Company/Department		

Bidding for Congresses			

Conference & Event Management			

Exhibitions					

Sponsorship			

				

Registration					

Accommodation		

				

Financial Planning & Budgets		

Scientific Programmes & Abstracts		
Other (please specify):

Congress Promotion & Marketing		

Registration Fees
		
Description				
First Delegate
Second Delegate
MyCEB Industry Partners and IAPCO members US$150.00 / RM450.0
US$75.00 / RM230.00
Non Members					
US$250.00 / RM780.00 US$125.00 / RM385.00
•
•

Registration fee includes documentation, lunches, refreshment breaks, certificate of attendance
Registration fee does not include accommodation. Reservation must be made directly to hotel –
see hotel Reservation Form attached.

Payment – Bank Transfer
Payment is to be made to :
Account Name
:
Account No.
:
Bank’s Name
:
Address		
:
				
				
				
SWIFT CODE

:

MALAYSIA CONVENTION & EXHIBITION BUREAU
1473-0002457-05-8
CIMB BANK BERHAD
Jalan P.Ramlee Branch
Ground Floor, Mui Plaza
Jalan P.Ramlee
50250 Kuala Lumpur
CIBBMYKL

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.
Registration & Payment Deadline: 24th February 2012
Other Arrangements
I will travel to Kuala Lumpur, Malaysia by
Air
Own arrangement / Car

Arrival Date:				

Arrival Time:				

Flight No:

Departure Date:			

Arrival Time:				

Flight No:

Special Dietary Arrangement
Please specify if any special dietary arrangement is required

<< Malaysia Convention & Exhibition Bureau - IAPCO Seminar.>>
<< EVENT PERIOD : 14 & 16 MARCH 2012 >>
Block Code : MC3

Registrant’s name
Sharing with (if applicable)

: _______________________________________________________________________________
Surname
First Name
:

Postal address

:

Telephone Number

:

Email address

:

Check In Date

Facsimile Number

:

:

Flight No / ETA

: __________________________

Check Out Date

:

Flight No / ETD

: __________________________

Number of Nights

:

Smoking/Non Smoking:

Room Type (Please tick)

Room
Deluxe Room
with Breakfast + Internet

Single Rate
RM 330.00 ++

Double Rate
RM 370.00 ++

Special Requests

Limousine Services (Please indicate)
Airport transfer arrangement requires flight number & credit card guarantee. (A surcharge of 50% applies between 0001hrs to 0600hrs).
RM 230.00 nett per way for transfer in and out of Kuala Lumpur International Airport with MPV Stavic

Way

RM 280.00 nett per way for transfer in and out of Kuala Lumpur International Airport with Mercedes

Way

Credit Card Details
Expiry Date

Credit Card Number:

/_____

3 digits Security ID for Visa / Master : _____________ 4 digits ID for Amex : __________________
Card Holder Name

:

Guest Signature

: ______________________

PLEASE FAX US THE FRONT & BACK OF THE CREDIT CARD TOGETHER WITH THIS RESERVATIONS FORM, IN ORDER TO ENJOY
THE RATE ABOVE.
Terms & Conditions:
•
Official check-in time is 1400hrs and check-out time is 1200hrs.
•
Full-day room rates will applicable for a guaranteed check-in before 1200noon.
•
Late check out shall be chargeable at 50% of room charge till 1800hrs, and full room rate is chargeable after 1800hrs.
•
All reservations must be guarantee with credit card number & expiry date.
•
Any flight changes must be advised at least 24 hours prior to arrival
REMARKS:
•
Reservations - All room bookings must be made through the Reservation Department and subject to space & rate availability.
•
Cancellation - Rooms may be cancelled 48 hours prior to arrival without penalty.
•
No Show
- One night room rate will be charged to the credit card without any notice.
.
FAX/EMAIL HOTEL RESERVATION FORM TO
Reservation Department
Crowne Plaza Mutiara Kuala Lumpur
FAX NO: 60-3-2146-3608
TEL NO: 60-3-2146-3616

EMAIL: reservation@cpmkl.com

