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FAPA Congress
Bid Manual
2024 updates
Applicable for 
FAPA Congresses 2026, 2028 and thereafter







Summary of Latest Key Revisions 
[bookmark: _Toc23875814][bookmark: _Toc23875812]The following key ammendments in the bid manual will apply to the bidding for FAPA 2026 onwards:

1. Updated Financial Requirement to Fixed Hosting Fee
The previous provision describing the computation of remittance to FAPA was replaced by a fixed hosting fee, with a minimum bid amount of 80,000 US dollars and a deductible 20,000 US Dollar guarantee deposit on MOA signing. 

Note: This amendment follows the financial requirement of the two (2) most recent Memorandum of Agreement approved by the 15th FAPA Bureau.

2. Updated detailed FAPA Congress Program
The 5-day FAPA congress program officially starts on a Tuesday and ends on a Saturday. The different events in the FAPA congress program has been labelled as fixed or flexible to standardize the event. The flexible parts of the program may be discussed by the Local Organizing Committee with the FAPA Bureau.

Note: The recommended template is based on the experiences from the past congresses and recommendations to align the topics of the FAPA Congress Program to the FAPA Roadmap. 

3. General Document Improvement and Simplified Bidding Form
The document have been generally improved to reflect the current expectations for the FAPA Congress. The information requested in the bidding form has been simplified to the most important information. Additional information may be obtained by the FAPA Bureau by request as needed. 

Note: These changes are based on the feedback from previous hosts and the bidding process.
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- Introduction
About the FAPA Congress

The FAPA Congress is the premier pharmacy congress in Asia, held every 2 years, bringing together pharmacists from over 24 countries and territories where FAPA has member associations. This congress serves as the primary platform for the exchange of knowledge, experience and building linkages among individual practitioners, leaders and organizations that are passionate to improve their practice and the pharmacy profession. 
The hosting fee collected by FAPA from each congress contributes to the sustainability of FAPA’s programs geared towards the development of Asian pharmacy practice. A successful congress will benefit both FAPA and the host organization who is also given the opportunity to provide their members with access to top international experts and foreign networks to their members. Therefore, it is crucial for the host association to work with FAPA Headquarters as a team to attain the following goals every congress:   
	Goals
	Expectations

	1. Excellent participation and adequate representation of Asian pharmacists
	· 2,000 or more total participants
· At least 500 international delegates
· At least 1,500 local delegates
· Representation from all countries with FAPA member associations
· All fields of practice must be represented

	2.  High-quality, timely and relevant scientific program  
	· The congress theme is based on the FAPA roadmap and highlighted in the keynote lecture
· International speakers and panelists from various areas of practice should discuss relevant global issues in three plenary sessions 
· Lectures and parallel sessions must address the most pressing local and international issues through sharing of best practices and successful innovations in the various fields of pharmacy
· Oral Presentations in all sections must prioritize relevant and latest researches, innovations or developments in pharmacy. Only good quality researches should be considered for oral presentation.
· Scientific and business meetings must be platforms for discussing important issues and developing recommendations for the federation and its member associations, with proper documentation through a published congress proceeding.

	3. Great experience and positive memories for all local and foreign participants 

	· Ceremonies must have a warm and uplifting atmosphere, and held with attention to detail, tradition and necessary protocol;
· Social events must be venues to express hospitality and share the local culture, while considering the multicultural environment of FAPA;
· All communications with speakers, delegates and guests prior to the congress and interactions throughout the event must reflect a welcoming and professional culture;
· All congress activities must add value to the overall congress experience 
· Participants must be able to bring home physical souvenirs, certificates or event collaterals; photos and videos of delegates and key moments during the congress must be made available by the host for delegates to share their positive experiences  in the FAPA Congress;

	4. Excellent coordination, organized preparation and efficient event management
	· All agreements stated in the MOA must be upheld 
· A monthly progress report and consultation must be held with FAPA headquarters from the time of MOA signing 
· All preparations and communications must be done according to the planned timeline
· All activities must follow the date and time stated in the program, through effective time-management, crowd-control and risk-management 






Bidding for hosting the FAPA Congress

An organized bidding process is implemented for the fair and orderly selection of the host organization. This allows the bidding member associations to better prepare for the coming congress. 
Submitting a bid to host the congress is a voluntary act of qualified member associations that are capable of successfully hosting the event. The following criteria is required for member associations to be qualified to bid from 2022 onwards in order to maintain the quality and nature of the FAPA Congress:
1. Experienced in hosting international events
2. Active involvement and participation in FAPA Activities 
3. Be a member of FAPA (at least 8 years is preferred)

By submitting a bid, the member association signifies its commitment as an organization to provide the requirements for the congress as stated in this manual and adhere to the memorandum of agreement that will be signed together with FAPA.
The history of FAPA Congress hosts may be viewed from the FAPA website through this link: https://fapa.asia/fapa_congress_main/
	


- Congress Schedule and Program

 Recommended Congress Dates and Major Events

The FAPA congress is held every 2 years for a period of five (5) days between the 4th week of October to the 3rd week of November. Traditionally, the congress commences on a Tuesday and ends on a Saturday. 
FAPA Council Members are recommended to arrive on Monday, a day before the first official meetings. Meanwhile, speakers and participants are expected to arrive on the 1st and 2nd days (Tuesday – Wednesday) of the congress and everyone is expected to depart after the last day of the congress (Sunday) because the last activities of the congress are held late into the evening of the 5th day (Saturday). 
 
Congress Program 

A standard program is prescribed by the FAPA Headquarters to guide the host association in planning and ensuring the quality of each FAPA congress. The schedule of the Congress as stated in this document, including all the meetings and social events must be strictly implemented by the host association. The host association or any other organizations may not add sessions or side-events outside of the prescribed program without approval of the FAPA headquarters.  
Program Overview

To provide an idea of the over-all program, the highlights of each day are described below:

Day 0 (Monday)
The FAPA Bureau and other Council Members are expected to arrive not later than this date. The FAPA headquarters must be provided with a dedicated room in the congress venue starting from this day up to the last day of the congress (Monday afternoon to Saturday evening). A briefing session and final check of the local organizing committee preparations must be held in the afternoon.
Day 1 (Tuesday)
The FAPA Bureau Meeting is the first event of the Congress, and is held in the morning of the first day. The second major meeting is the Closed Council Meeting in the afternoon. 
The rest of the FAPA Council members (section chairpersons and member association presidents) are invited to have lunch together with the FAPA Bureau to ensure that they arrive on time and are familiar with the venue of the Closed Council Meeting before it is held in the afternoon of the first day. An official group photo of the whole FAPA council is taken after the meeting. After the Closed Council Meeting, the FAPA Council will have a simple dinner hosted by FAPA to welcome everyone. 
Day 2 (Wednesday)
Day 2 is marked by the opening of registration starting from the morning, and ribbon-cutting ceremony to open the exhibits during the lunch break. An invitation-only pre-congress meeting is held in the morning while the rest of the afternoon is reserved for selected foreign delegates to visit pharmacy practice sites for free. Section chairpersons are also briefed by the local scientific program committee and FAPA headquarters in the afternoon regarding their final tasks throughout the congress.
Day 3 (Thursday)
Day 3 is the start of the congress proper and begins with the opening ceremony and FAPA Awards ceremony in the early morning. This is immediately followed by a keynote lecture to ensure full attendance by the audience. After the lunch break, the first two plenary sessions are held. Poster presentations are also displayed and made accessible at this time. In the evening, a welcome reception is held for all delegates to show the hospitality and local culture of the host association. 
Important local officials, special guests and the most distinguished speakers are expected to be present on this day of the congress. This is also the day with the most number of participants expected at the venue.
Day 4 (Friday)
Day 4 is the second day of the congress proper and participants are encouraged to pursue their topics of interest by attending various sessions held simultaneously. They can choose from an array of lectures, oral presentations and meetings in different sections that last up to the morning of Day 5. 
In the afternoon of Day 4, at least two rooms must be reserved for sessions hosted by FAPA affiliate organizations namely, FAPA CP and FAPA Foundation. A forum for officers of FAPA member associations (FAPA Member Associations’ Forum) and business meeting of the Asian Young Pharmacists Group are also held in the same afternoon.
In the evening of day 4, additional social events (usually invitation-only) by member associations or affiliate organizations may be hosted/ organized with the approval of FAPA Headquarters.
Day 5 (Saturday)
Day 5 is the last day of the congress. The morning is filled with parallel sessions tackling local and international hot topics, section meetings to generate recommendations and proposals from each section, and special sessions (FAPA roadmap sessions) hosted by FAPA headquarters in relation to its technical programs. 
In the afternoon, one plenary session is held to gather participants again in one venue. This is immediately followed by the open council meeting, which is held in the same room for all delegates. The open council meeting is the last part of the scientific program of FAPA and summarizes the key activities, major recommendations and agreements made during the congress. Statements and reports on FAPA programs are also shared with the public. Public recognitions and MOA signing activities may also be conducted. This meeting ends with the awarding of best presenters by the local scientific committee.
The evening of the last day is reserved for two important closing activities held in the same venue: Closing Ceremony and the Gala Dinner. The Closing Ceremony is a formal ceremony to express appreciation for everyone that made the congress successful through speeches and various recognitions. Other important awards (young pharmacist awards, scholarships, etc.) may be presented during the closing ceremony. In an election year (held every 4 years), outgoing officials are recognized and new officials take an oath onstage. This is followed by the inaugural speech of the incoming president. It ends with the turn over ceremony of the FAPA flag to the next congress host and invitation to the next FAPA congress.
After the formal part of the evening, guests remain seated while dinner is served. The host association provides entertainment and invites cultural performances from member associations. An informal program including simple games, lucky draws, and dancing is highly recommended to foster a sense of fun and camaraderie among delegates, ending the 5-day event with warm feelings and good memories to keep until the next congress.


Hourly Schedule of Congress Activities
Note: Events with titles written in bold typeface are FIXED, while those in regular font may be flexible depending on the situation (ie. the oral presentation sessions may be converted into parallel sessions in case the number of abstracts received are less than the target and vice versa).
[image: ] [image: ]


Table of FAPA Congress Activities and Events
	Code
	Meaning
	
	

	FM
	FAPA Meeting
	

	SE
	Social Event
	

	AE
	Affliate Event
	

	FW
	FAPA Workshop
	

	CA
	Congress Activity
	

	CC
	Congress Ceremony
	

	KL
	Keynote Lecture
	

	PF
	Plenary Forum
	

	PS
	Parallel Session
	

	S#O
	Section (#) Oral Presentation

	S#M
	Section (#) Meeting
	

	  S#L
	Section (#) Awardee Lecture



	Code
	Activity/ Event
	Time
	Description

	Day 1 – TUESDAY

	FM1.1
	FAPA Bureau Meeting
	9:00 – 12:00
	FORMAT: FAPA Meeting
PERIOD: 3 hrs
P-I-C: FAPA Secretary-General
PARTICIPANTS: Strictly Bureau Members and FAPA HQ Staff Only
VENUE: Main Convention Venue
ROOM ARRANGEMENT: 15 pax boardroom with microphones
ORGANIZER: FAPA Headquarters
AGENDA: Reports, Discussion of Issues, Planning and Action Points, Approval of Decisions and Recommendations of the FAPA Bureau.

	SE1.1
	FAPA Council Lunch
	12:00 – 14:30
	FORMAT: Social Event (Informal Lunch)
PERIOD: 2.5 hrs
P-I-C: FAPA HQ Staff
PARTICIPANTS: Strictly Council Members and FAPA HQ Staff Only
VENUE: Main Convention Venue
ROOM ARRANGEMENT: 45 pax dining area, same venue as FAPA Council Meeting venue; Simple Packed/ Plated Lunch
ORGANIZER: Host Association
AGENDA: Initial attendance check of Council Members

	FM1.2
	FAPA Closed Council Meeting
	14:30 – 17:30
	FORMAT: FAPA Meeting
PERIOD: 3 hrs
P-I-C: FAPA Secretary-General
PARTICIPANTS: Strictly Council Members and FAPA HQ Staff Only
VENUE: Main Convention Venue
ROOM ARRANGEMENT: 45 pax U-shaped
ORGANIZER: FAPA HQ Staff
AGENDA: Reports, Council-level Decision-Making, Acknowledgement and Recognition of Council Members, Official Group Photo

	SE1.2
	FAPA Council Dinner
	18:30 – 21:00

	FORMAT: Social Events (Informal Dinner) 
PERIOD: 3 hrs
P-I-C: FAPA HQ Staff
PARTICIPANTS: Council Members and Invited Guests Only
VENUE: Restaurant near Convention Center
ROOM ARRANGEMENT: 50-60 pax (5-6 round tables- seated Family-Style or Course Meal)
AGENDA: Welcome dinner for FAPA council members with friendly and informal atmosphere; Expressions of appreciation and well-wishes for the host association.

	Day 2 – WEDNESDAY

	FW2.1
	FAPA Precongress Forum/ Workshop
	8:00 – 12:00
	FORMAT: FAPA Workshop
PERIOD: 4 hrs
P-I-C: FAPA Secretary-General
PARTICIPANTS: FAPA Council Members, Member Association Representatives and Experts
VENUE: Main Convention Venue
ROOM ARRANGEMENT: 100 pax viking arrangement (10 tables) with 2 microphones and extension cords/ table
ORGANIZER: FAPA Headquarters
AGENDA: Forum/ Workshop to discuss and collect insights/ recommendations regarding a FAPA Priority Area Topic under the FAPA Roadmap

	SE2.1
	Networking Lunch
	12:00 – 14:30
	FORMAT: Social Event (Informal Lunch)
PERIOD: 2.5 hrs
P-I-C: Host Association
PARTICIPANTS: Attendees of Precongress Forum/ Workshop
VENUE: Main Convention Venue 
ROOM ARRANGEMENT: 100 pax dining area in the same or separate room as the precongress workshop; Simple Packed/ Plated Lunch
ORGANIZER: Host Association
AGENDA: high-level networking re: workshop topic over lunch

	CC2.1
	Opening of Exhibits
	12:00 – 13:00
	FORMAT: Ceremony (Ribbon-cutting)
PERIOD: 30 mins- 1 hr
P-I-C: LOC Chairperson/ designated person
PARTICIPANTS: FAPA Bureau Members and LOC
VENUE: Main Convention Venue 
ROOM ARRANGEMENT: Exhibition Hall/ Booths
ORGANIZER: LOC Sponsorships/ Exhibits Committee
AGENDA: Ribbon-cutting, visit and photo opportunity

	CA2.1
	Complimentary Practice-Setting Field Trips
	13:00 – 17:30
	FORMAT: Congress Activity (Educational Tour)
PERIOD: 2-3-hrs per tour
P-I-C: LOC Chairperson/ designated person
PARTICIPANTS: Limited number (~100 pax) of foreign participants 
ROOM ARRANGEMENT: Various pharmacy establishments showing best practice settings with roundtrip transportation from congress venue and guide
ORGANIZER: LOC Hospitality Committee
AGENDA: Showcase best pharmacy practice settings and innovative practices in at least 5 sites to around 100 foreign delegates.

	FM2.1
	Section Chair Briefing (Formerly FAPA Section Chair Meeting)
	14:30 – 16:00
	FORMAT: FAPA Meeting
PERIOD: 1.5 hrs
P-I-C: LOC Scientific Program Committee Chair
PARTICIPANTS: FAPA Section Chair and Co=Chairs, FAPA HQ Staff; LOC Staff assisting each section.
VENUE: Main Convention Venue
ROOM ARRANGEMENT: 25 pax U-shaped
ORGANIZER: LOC Scientific Program Committee
AGENDA: Discuss schedule, protocol and final reminders for Section chairpersons and co-chairpersons

	SE2.2
	Additional Invitational Dinner (If any)
	18:30 – 21:00
	Note: Day 2 evening is normally a free night for all to explore the city, but in case there are groups that would like to organize an additional social event which may be in conflict with the assigned invitational dinner date on the 4th day, this slot is recommended.

	Day 3 – THURSDAY

	CC3.1
	Opening Ceremony and FAPA Awards
	8:30 – 11:00
	FORMAT: Formal Ceremony (Opening Ceremony and Awards Ceremony); All speeches are translated on screen in local and english language.
PERIOD: 2.5 hrs 
P-I-C: LOC Chairperson/ Secretary-General
PARTICIPANTS: All delegates (Business Attire)
VENUE: Main Convention Venue
ROOM ARRANGEMENT: Theater Type 2,000 pax or more
ORGANIZER: LOC Chairperson
AGENDA (2 hrs): 
[10 minutes] Ambient music/ video loop to gather audience in hall
[ 5 minutes] Greetings by host
---OFFICIAL START---
[15 minutes] Acknowledgement of each country delegation (Entrance of Flags)
[10 minutes] First Cultural Performance
[5 minutes] Congress Overview by Chairperson of the Organizing Committee
[10 minutes] Welcome Speech by President of Host Association
[10 minutes] Opening Remarks by FAPA President
[5 minutes] Introduction of Guest of Honor
[10 minutes] Inspirational Message by Guest of Honor (Country Official)
[5 minutes] Presentation of Token of Appreciation to Guest of Honor
[5 minutes] Official Declaration of Opening of the FAPA Congress
[5 minutes] Video Presentation 
[25 minutes] FAPA Awarding Ceremony (up to 9 awardees)
[5 minutes] Recognition of New FAPA member associations
[15 minutes] Cultural Performance
---END---

	KL3.1
	Keynote Lecture
	11:00 – 12:00
	FORMAT: Lecture for all delegates
PERIOD: 1 hr
P-I-C: Scientific Program Chairperson
PARTICIPANTS: All delegates
VENUE: Main Convention Venue 
ROOM ARRANGEMENT: 2,000 pax theater
ORGANIZER: Host Association
AGENDA: Keynote lecturer is an internationally renowned speaker that will discuss the congress theme (30 mins)
[5 minutes] Introduction of Keynote Lecturer
[35 minutes] Keynote Lecture on Congress Theme
[15 minutes] Q and A (2-3 prepared questions)
[5 minutes] Presentation of Plaque of Appreciation to Keynote Speaker


	PF 3.1
PF 3.2
	Plenary Forum 
	1:30 – 3:30; 3:30 – 5:30
	FORMAT: 1-3 international speakers; 2-3 international and local panel reactors
PERIOD: 2 hr
P-I-C: Scientific Program Chairperson
PARTICIPANTS: All delegates
VENUE: Main Convention Venue 
ROOM ARRANGEMENT: 2,000 pax theater
ORGANIZER: Host Association
AGENDA: International speakers will give a presentation on the congress sub-theme for the plenary forum; Panel reactors to share their country experience or insights from their field of expertise); Q and A with prepared or interactive questions
[5 minutes] Introduction of Speakers
[40 minutes] International Speakers
[5 minutes] Introduction of panel reactors
[30 minutes] Panel reactors
[30 minutes] Q and A (prepared or interactive)
[10 minutes] presentation of certificates of appreciation and time allowance 


	SE3.1
	Welcome Reception
	18:30 – 21:00
	FORMAT: Social Event (Cocktail Party/ Informal Dinner) 
PERIOD: 2.5 hrs
P-I-C: LOC Social Events/ Hospitality Committee
PARTICIPANTS: All delegates
VENUE: Main Convention Venue
ROOM ARRANGEMENT: Stage/ Open Floor; Standing Buffet/ Cocktail set up with available seats and tables on the sides 
ORGANIZER: Host Association
AGENDA: 1. Welcoming delegates and sharing local food and culture of the host association through music and arts; 2. Activities that will promote warm, relaxed and welcoming atmosphere among delegates to set the general mood for the rest of the congress.

	Day 4 – FRIDAY

	CA4.1
	Poster Presentations
	Day 4 Whole day to Day 5 Morning
	FORMAT: Selected best poster candidates scheduled for presentation/ Q and A in front of judges during this period. 
 
PERIOD: 1.5 days (presentation/ judging); note: poster display may start at day 1.
P-I-C: LOC Scientific Program Chairperson and local section chairpersons
PARTICIPANTS: Poster presenters
VENUE: Poster presentation area/ hallways
ROOM ARRANGEMENT: Physical or Digital LED Display of Posters; 
ORGANIZER: Scientific Program Committee
AGENDA (1.5 days): 
[Day 2] Setting up of posters
[Day 3] Displays are available for viewing
[Day 4-5] Presentation and Q and A of best poster candidates; other poster presenters may also stand by their posters during this time.
---END---

	S_L4._
	Award Lectures per Section
	Day 4 – Distributed not to overlap (Morning-Afternoon)
	FORMAT: Lecture Presentation per section 
PERIOD: 30 minutes x 7 sections (with Ishidate Awardee) – must not overlap with section oral presentations if possible
P-I-C: LOC Scientific Program Chairperson and local section chairpersons
PARTICIPANTS: All delegates/ Section Attendees
VENUE: Section Oral Presentation Rooms or Plenary Hall
ROOM ARRANGEMENT: Theater/ Classroom arrangement
ORGANIZER: Scientific Program Committee
AGENDA (30 mins per section): 
[2 minutes] Introduction of Speaker
[20 minutes] Lecture Presentation
[8 minutes] Q and A and presentation of certificate
---END---

	S_O_ . _
	Oral Presentations per Section
	Flexible:
Day 4-5 –Oral  presentations must not overlap with same sections and with award lecture of the same section (Morning of Day 4- Morning of Day 5)
	FORMAT: Oral  Presentation of qualified researches per section 
PERIOD: 15 minutes per research
P-I-C: LOC Scientific Program Chairperson and local/ FAPA section chairpersons
PARTICIPANTS: All delegates/ Section Attendees
VENUE: Section Oral Presentation Room
ROOM ARRANGEMENT: Theater/ classroom arrangement; table and chair for section chairs to sit on stage/ in front
ORGANIZER: Scientific Program Committee
AGENDA (10 mins per researcher): 
[1 minute] Introduction of Speaker and Title of Presentation
[10 minutes] Oral Presentation
[4 minutes] Q and A and presentation of certificate (Note: e-certificate may be sent online)
---END---

	S_M_ . _
	Section Meetings per Section
	Flexible: 
Day 4-5 –Section Meetings must only be held once all activities initiated by the section are finished. (may be held at the afternoon of Day 4 to morning of Day 5)
	FORMAT: Meeting and gathering of insights about the section
PERIOD: 1 hr 
P-I-C: FAPA section chairpersons assisted by local section chairpersons
PARTICIPANTS: All delegates/ Section Attendees
VENUE: Section Oral Presentation Room
ROOM ARRANGEMENT: Theater/ classroom arrangement;
ORGANIZER: FAPA Section/ FAPA headquarters
AGENDA (1 hour per section): 
[2 minute] Introduction of Section Chairperson by local section chair
[15 minutes] Presentation by FAPA Section chairperson
1. Description of the section
2. Section Report: Accomplishments since the last meeting
3. Action Points: Plans and ongoing relevant programs where the section is involved – highlight the needs of the FAPA Section where the pharmacists can contribute
4. Other recommendations: Other important concerns of the section related to the FAPA roadmap; 
[40 minutes] Open Forum and Synthesis
1. How can pharmacists in the section contribute to the programs and outcomes defined in the FAPA roadmap; 
2. Suggest specific and relevant topics that will support the outcomes under the FAPA priority areas
3. Ongoing initiatives in their own countries that support the FAPA section programs;
4. Call for expertise/ commitment as part of voluntary technical working group, implementer or documenter in their own country

OUTPUT: 
Section chairpersons should submit the following in a report:
1. Number of abstracts received
2. Number of abstracts accepted for oral and poster
3. Most common topics/ themes of presentations
4. Summary of section chairpersons report
5. Summary of open forum 
 
[3 minutes] Presentation of certificate of appreciation to local chairperson and FAPA Chairperson
---END---

	AE_ . _
	Affiliate Organization Events
	Day 4 Afternoon 
Activities must have an overlapping start; FAPA Bureau members should attend the meeting to give a message in behalf of FAPA.
	FORMAT: Business Meeting/ Ceremony/ Forum of FAPA Affiliate Organizations and other recognized regional organizations
PERIOD: 2-3 hrs (depending on agenda approved by FAPA headquarters) 
P-I-C: FAPA affiliate organization/ recognized organization (president or chairperson)
PARTICIPANTS: Depends on affiliate organization
VENUE: Meeting Rooms
ROOM ARRANGEMENT: Theater/ classroom/ meeting room arrangement (upon request);
ORGANIZER: FAPA Affiliate Organization – with approval by FAPA headquarters
AGENDA: 
[3-5 minute] Short message by FAPA Bureau Member
Note: Meetings/ Forum must include a report/ discussion on how the affiliate organization/ recognized organization supports the FAPA programs and priority areas

OUTPUT: 
At the end of the meeting, a report must be submitted by the organization as part of the congress proceedings:
1. Program
2. Key attendees, affiliation and countries
3. Summary of key decisions
4. Report on contribution to FAPA priority areas
5. Photos during the event

 ---END---

	SE4.1
	Invitational Dinners/ Special Receptions
	18:30 – 21:00

	FORMAT: Social Events (Informal Dinners) 
PERIOD: 2.5 hrs
P-I-C: FAPA Member Association President
PARTICIPANTS: Invited Guests Only
VENUE: Restaurants near Convention Center
ROOM ARRANGEMENT: NA
AGENDA: Dinners hosted by Member Associations for their own members and  invited guests; the dinner may be used to promote an upcoming congress.

Note: Inviting member association takes full responsibility of all activities and guests during the invitational dinners.

	Day 5 – SATURDAY

	FW5._
	Special FAPA Forum/ Workshop/ Program Meetings
	Day 5 Morning
	FORMAT: Presentation/ Discussion/ Public Consultation re: specific FAPA Program
PERIOD: 2 hrs each; held in the morning of the last day of the congress
P-I-C: FAPA Secretary-General/ Bureau Member in Charge
PARTICIPANTS: FAPA Council Members, Member Association Representatives, Experts, Interested Participants (If allowed/ invited)
VENUE: Meeting Room
ROOM ARRANGEMENT: est 100 pax capacity; room arrangement is theater unless special arrangement is requested 
ORGANIZER: FAPA Headquarters
AGENDA: Forum/ Workshop to discuss and collect insights/ recommendations regarding a FAPA Priority Area/ FAPA program under the FAPA Roadmap






	PS5._
	Parallel Sessions
	Day 5 morning 

Flexible – filler for rooms with no more ongoing oral presentation  sessions

	FORMAT: Presentation/ Panel Discussion/ Fireside Chat/ Open Forum
PERIOD: 1-2 hrs
P-I-C: Scientific Program Committee Chairperson
PARTICIPANTS: All delegates
VENUE: Meeting Rooms
ROOM ARRANGEMENT: est 100 pax theater
ORGANIZER: LOC Scientific Program committee
AGENDA: Presentation/Discussion/ Forum to discuss the most pressing concerns in pharmacy in the country of the host association. Prioritize topics related to the theme of the congress, but other important topics are also welcome with approval from FAPA headquarters


	PF 5.3
	Plenary Forum 
	13:00 – 15:00
Note: Must not overlap with any other session. Purpose is to gather delegates in one room as a closing plenary session, and in the same room, the open council meeting will follow. 
	FORMAT: 1-3 international speakers; 2-3 international and local panel reactors
PERIOD: 2 hrs
P-I-C: Scientific Program Chairperson
PARTICIPANTS: All delegates
VENUE: Main Convention Venue (Plenary)
ROOM ARRANGEMENT: 2,000 pax theater
ORGANIZER: Host Association
AGENDA: International speakers will give a presentation on the congress sub-theme for the plenary forum; Panel reactors to share their country experience or insights from their field of expertise); Q and A with prepared or interactive questions
[5 minutes] Introduction of Speakers
[40 minutes] International Speakers
[5 minutes] Introduction of panel reactors
[30 minutes] Panel reactors
[30 minutes] Q and A (prepared or interactive)
[10 minutes] presentation of certificates of appreciation and time allowance 

	FM5.1
	FAPA Open Council Meeting
	15:00 – 16:30
	FORMAT: FAPA Meeting
PERIOD: 1.5 hrs
P-I-C: FAPA Secretary-General
PARTICIPANTS: FAPA Council Members and all delegates
VENUE: Main Convention Venue (Plenary)
ROOM ARRANGEMENT: 2000 pax
ORGANIZER: FAPA Headquarters
AGENDA: 
1. Message from the President
2. Summary of FAPA Congress Statistics and Highlights by the local organizing committee
3. FAPA Secretary General Report on
a. FAPA Section Meeting Reports
b. FAPA Program Workshop Outputs 
c. FAPA Statements, Guidelines and Publications
d. Major FAPA Council Decisions
e. Election results (if applicable)
f. Next FAPA congress
g. Other announcements 
4. MOA signing activity
5. Promotion of next congress and upcoming FAPA events



	CC 5.1
	Awarding of Best Presenters
	16:30-17:00
Continuation of open council meeting
	FORMAT: Simple Award Ceremony
PERIOD: 30 minutes
P-I-C: Scientific Program Chairperson and Chair of Organizing Committee
PARTICIPANTS: All delegates
VENUE: Main Convention Venue (Plenary)
ROOM ARRANGEMENT: 2000 pax
ORGANIZER: LOC Scientific Program Committee
AGENDA: 
1. Awarding of certificates for best oral and poster presentations by FAPA President and President of Host Association

	CC5.2
	Closing Ceremony
	18:30 - 
	

	SE5.1
	Gala Dinner
	18:30 – 21:00
	FORMAT: Social Event (Cocktail Party/ Informal Dinner) 
PERIOD: 2.5 hrs
P-I-C: LOC Social Events/ Hospitality Committee
PARTICIPANTS: All delegates
VENUE: Main Convention Venue
ROOM ARRANGEMENT: Stage/ Open Floor; Standing Buffet/ Cocktail set up with available seats and tables on the sides 
ORGANIZER: Host Association
AGENDA: 1. Welcoming delegates and sharing local food and culture of the host association through music and arts; 2. Activities that will promote warm, relaxed and welcoming atmosphere among delegates to set the general mood for the rest of the congress.



 Host Organization Responsibilities
The bidding member association must be willing to commit to the following expectations from the host of the FAPA Congress:
Venue 
Ensure that the congress venue can accommodate at least 2000 participants, in consideration of factors such as accessibility and availability of transportation and accommodation, and other specifications stated in this bid manual.
[bookmark: _Hlk30441748]Provide a venue for the pre-congress sessions together with food and registration materials as well as other meetings set a day before the opening of registration (ie. Bureau Meeting and Closed Council Meeting)
Confirm that the proposed venue is available on the congress dates that will be proposed (between 4th week of October to 3rd week of November). 

Hospitality
Provide food and adequate dining space for the participants during the congress with consideration of religious, cultural and dietary restrictions.
[bookmark: _Hlk30612799]Organize the Gala Dinner with a seated food service method (ie. family food service or plated service);
Arrange the entertainment and its master of ceremonies during the congress opening ceremony, welcome reception and gala dinner; and pay for these social events; 
Provide information and assistance for visa application, recommended transportation, accommodations, nearby destinations, weather, emergency contact information, food options, foreign currency exchange, and other additional information for the convenience and safety of all participants and guests.

Congress Program
Follow the theme set by the FAPA Bureau;
Prepare the scientific program in close coordination with the FAPA International Program Advisory Committee;
Invite high officials from the country of the Host Organization for the opening ceremony; 
Ensure the recognition of all FAPA member associations and delegates during the opening ceremony/ entrance of flags;
Ensure that the program commences and ends according to schedule;
Ensure that the host association’s scientific program subcommittee compile, sort and deliberate in a timely and careful manner, all the oral and poster presentation abstracts submitted to an abstracts submission system in the FAPA congress website, for review and approval of FAPA Section Chairpersons;
Recruit local students/fresh graduates/young pharmacists to serve as manpower support in the Congress; 
Provide FAPA Headquarters two (2) booths in the exhibition area to promote FAPA; 
Provide publicity/displays featuring FAPA programs/ campaigns/ awardees in the conference activity areas.
[bookmark: _Hlk30627733]Select awardees and provide certificates for best poster and oral presenters (Top 3) with criteria and selection process for approval by the FAPA International Program Advisory Committee
Provide field trips to pharmacy establishments, industry or academic institutions  for adequate number of participants for free.

Event Promotion
Produce local and regional promotional materials which can be used in presentations at events/national conventions of member associations one year or more before the Congress date;
Produce newsletters at least one time a quarter (after being chosen as the Congress host) regarding the event in a timely manner;
Send invitation to exhibitors and manage the cost and income of the exhibit; 
Jointly promote the FAPA Congress to all member associations and other Asian pharmaceutical associations to ensure wide participation that will lead to the success of the Congress; and
Prepare a Congress website with URL: www.fapa(year).com for promotion, registration and abstracts submission of the Congress which will be linked to the FAPA website.
Coordinate with pharmacy establishments/ industry/ academe for free field trips during the week of the conference for a limited number of participants. 



Registration
The Host Organization determines reasonable domestic registration fees as well as attractive group registration packages;
Set the timeline for registration and abstracts submission including opening, early bird deadline and extension;
Provide various payment systems (ie. online, bank transfer, credit card, etc.) for both local and foreign participants for integration with the FAPA congress website;
Designate a registration team and provide contact information/ hotline for handling of all queries (ie. Phone, E-mail, Social-Media, etc.) regarding FAPA Congress registration and other details about the Congress.

Congress Report and Documentation
Regularly send preparation updates including photos to the Bureau before the congress.
Submit to the Bureau the final congress report based on the template provided by the FAPA secretariat (which includes registration information, meeting attendance, photos and financial reports) not more than 2 months after the event. 
[bookmark: _Hlk30628311]Document all outputs of congress activities and prepare a soft copy of the congress proceedings following the template provided by the FAPA Secretariat which should contain written articles from all poster and oral presentations, speeches, lectures and forums, as well as official photos which will be distributed to all registered participants and to all FAPA council members not more than 2 months after the event; 
Invite speakers and research presenters to publish their papers in a special issue of a scientific journal dedicated to the FAPA congress.

Coordination
Designate the primary decision maker that will be the central contact person to whom FAPA Headquarters will communicate at any time to discuss Congress matters; 
Host one bureau meeting (at a time chosen by FAPA) at the year of the Congress prior to Congress schedule; and
Coordinate with the local accreditation bodies and other FAPA member organizations regarding continuing education requirements (credit units, evaluation).
Coordinate with local government (foreign affairs, tourism, health ministry/office) for support and facilitation of visa requirements of participants; 
Collaterals
Provide the plaques/certificates of appreciation and tokens for all the speakers, excluding pre-congress speakers and special FAPA sessions;
Provide convention kits, badges, souvenir programs, book of abstracts and other Congress materials to participants.
Assist FAPA headquarters in producing collaterals and other materials needed for the congress.

Financial Obligations
The minimum hosting fee for bidding is 80,000 US Dollars with a deductible guarantee deposit of 20,000 US dollars that must be paid on signing of the Memorandum of Agreement. The balance of the hosting fee must be paid not more than one (1) month after the event.
The host organization agrees to properly manage the finances and shoulder all liabilities that may be possibly incurred from the congress
All the income generated by the exhibition goes to the host organization.
The host organization agrees to shoulder the following expenses:
Reimbursement of Economy Airfare or equivalent for invited speakers, moderators and panelists, excluding the special sessions organized by FAPA and FAPA Affiliate Organizations;
Full registration to the congress for all awardees, invited speakers, moderators and facilitators by the host association including the following individuals to be provided by FAPA Headquarters: FAPA Council members and spouse, FAPA Headquarters Staff and Volunteers, Awardees, FAPA session speakers, FAPA Travel Scholars, Advisory Council and special guests. 
Registration as accompanying person for the spouse of council members; 
Minimum two (2) nights accommodations for invited speakers, moderators and panelists in the Congress and Pre-Congress.

Federation of Asian Pharmaceutical Associations (FAPA) Responsibilities
FAPA headquarters shall take responsibility for the following:
Approval
Inspect and approve the proposed Congress venue; 
Ensure the preparation of relevant topics and selection of suitable speakers for the Scientific Program for the FAPA Congress;
Approve any proposed changes in the program and previous agreements 

Monitoring and Guidance for preparations
Regularly monitor the preparations of the host association for timeliness, completion and provide guidance to ensure that the congress meets expectations of FAPA.
Share ideas and suggestions to enhance the overall experience of participants during the congress.
Provide assistance on congress hosting decisions that may have ethical considerations.


Promotion Support
Support international congress promotion via e-mail list, social media and website on a real-time basis;
Disseminate promotional materials to FAPA member associations for presentation at their national conventions, events, official website, official communication, and social media accounts;

Organizing FAPA Meetings and sessions during the Congress
Schedule meetings and prepare agenda for FAPA meetings and sessions at the FAPA Congress; and
Manage the pre-Congress session and shoulder the foreign speakers’ airfare/ accommodation as needed
Provide plaques for awards as well as certificates and tokens for all pre-Congress speakers.
Provide designs for banners and displays for FAPA sessions and templates for certificates in the event.

 Fees and Inclusions
Registration fees for international participants
Registration fees for the FAPA Congress shall be:

	Table 1. Fixed Registration fees for International Participants

	Category
	Registration

	
	Early Bird
Before ________ 
	Regular Registration
After __________ 

	Pharmacist
	USD$ 350
	USD$ 400

	Accompanying Person*
	USD$ 150
	USD$ 200

	Pharmacy Student
	USD$ 150
	USD$ 200



*Please note that registration as accompanying person is restricted to only one for every registered pharmacist

Registration fees to be proposed by host association
Registration fees of domestic participants and group packages shall be calculated by the host association with consideration of the fixed remittance to FAPA and anticipated costs in the congress. 

	Table 2. Registration fees for Domestic Participants

	Category
	Registration

	
	Early Bird
Before __________ 
	Regular Registration
After __________ 

	Pharmacist
	__________
	__________

	Accompanying Person*
	__________
	__________

	Pharmacy Student
	__________
	__________


	*Please note that registration as accompanying person is restricted to only one for every registered pharmacist


	Table 3. Group Registration Packages

	Category (Minimum Number)
	Registration

	
	Rate
	Deadline

	___________ (   )
	__________
	__________

	___________ (   )
	__________
	__________

	___________ (   )
	__________
	__________


 
Inclusions
Fully-registered participants may access all the congress functions from the opening ceremony to the closing ceremony by showing their registration badge. The pre-congress activity may require an exclusive invitation or a separate fee.  
Registration fee for student delegates (with appropriate proof and legal document for approval) does not include the fee for the gala dinner; gala dinner tickets may be sold onsite by the host association.
Accompanying persons are only allowed to attend the following events: opening ceremony, exhibits, welcome reception, closing ceremony, gala dinner, and field trips.

Physical Arrangement, Venue and Location Specifications
6.1 The Bidding Member Association must ensure that the proposed venue, its location, and the physical arrangement will have features that comply to the requirements as specified in the following table:
	Table 6.1 List of Specifications 

	A. Venue and Physical Arrangement

	1. Plenary Hall 
	Person capacity should at least be 2,000 (target no. of participants);

	2. Parallel Session/ Meeting Rooms
(For section and special meetings)
	Must have sufficient rooms and capacity for different functions of FAPA activities in Congress (7 or more rooms available that can accommodate the total number of participants) with sound system and sound-proof walls 

	3. Function Rooms
	FAPA headquarters secretariat and VIP Room (must be set in a fixed venue and available a day before the first meeting up to the last day of the Congress) – provided with a meeting area separated with a divider; has refreshments and basic office printing supplies
Exclusive Speakers’ Lounge
Host Member Association Organizing Committee Control Room

	4. Poster Presentation Area
	300 double-sided board for 600 posters or at least 20 interactive LED screens.

	5. Exhibit Area
	Sufficient number of booths for exhibitors – exclusive access for delegates

	6. Registration Area
	Can hold up to 10 registration booths

	7. Displays
	Should be consistent with FAPA Branding, use of FAPA logo and colors in all areas. Commercial logos are prohibited except in the exhibition area.

	B. Features and Services 

	1. Catering 
	Lunch and Snacks (consider food restrictions, Halal, Vegetarian); options must be provided in the registration system

	2. Prayer Rooms
	Available for Muslim participants; located near restroom

	3. Lactation Rooms
	Available for delegates who are nursing; private room with refrigeration equipment, power supply, and if possible, with screen showing the plenary sessions.

	4. Transportation services
	Available shuttles, secured taxi services, transportation from main hotel 

	5. Internet Service 
	Must be freely available in all areas

	C. Location Requirements 

	1. International Airport
	Sufficient number of direct flights from key cities in Asia

	2. Accommodation
	Enough hotels for the minimum number of participants that are located within 20 min travel time to and from the venue

	3. Accessibility
	Accessed through public transportation/ Taxi

	4. Health, Security and Safety
	Must have adequate health, safety and security measures. Emergency exits and procedures should be communicated to all participants in case of emergency situations.

	5. Alternative accommodations
	Must be available for pharmacy students and recent graduates (eg.  budget hotels, hostels, dormitories, or university dormitories)



 Conduct of Local Events in relation to the FAPA Congress 
Any modification, additional activity or local event in relation to the FAPA Congress should be discussed by host member association with FAPA for approval by FAPA headquarters.
 How to Bid for the FAPA Congress 
8.1 Bidding is opened five (5) years prior to the prospective congress year, and may be extended up to another year in any case where no bids are received or qualified.
8.2 Fill out the Bid Proposal Form (See Appendix) and send by electronic mail to the FAPA Secretary-General before the set deadline.
Federation of Asian Pharmaceutical Associations
FAPA Secretary-General
Email:  fapaasiahq@gmail.com
Contact Number: +6328 404 4739

8.3 After the initial screening by the FAPA Bureau, a site visit will be conducted by the FAPA President together with the Secretary-General and President-Elect. The expenses shall be shouldered by the bidding Member Association
8.4 After deliberation by the FAPA Bureau, the eligible bidding Member Association will sign a Memorandum of Agreement with FAPA as the Host Organization of the FAPA Congress in prospect
8.5 The Host Organization of the Congress will be officially announced at least three (3) years before the prospective FAPA Congress year. 
8.6 The Host Organization of the congress must promoting their upcoming congress during the preceding FAPA Congress two (2) years prior.
8.7 The FAPA bureau reserves the right to make necessary adjustments in the schedule and process due to circumstances that may arise.
	Figure 1. Summary of the normal bidding process for hosting the FAPA Congress
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FAPA Congress
Bid Proposal 

Applicable 2022 onwards

Fill out the pages in this form and submit to the FAPA Secretary General 
not later than October 11, 2024
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	PART 1. PROPOSAL TO BID

	We are submitting a bid for the FAPA Congress year	
(May choose one or both) 
	[  ] 2026 (31st Congress)
[  ] 2028 (32nd Congress)

	Proposed dates of the FAPA Congress 
(must be between 4th week of October to 3rd week of November)
	

	FAPA Member Association
	

	Other proposed partner associations 
(for approval by FAPA Headquarters)
	



	PART 2. CONTACT INFORMATION

	Chairperson of Organizing Committee 
(Key Contact Person)
	(Specify Name and Position)

	E-mail
	
	Line/Viber ID
	

	Landline
	
	Mobile
	

	Assistant Contact Person
	(Specify Name and Position)


	E-mail
	
	Line/Viber ID
	

	Landline
	
	Mobile
	



	PART 3. PARTICIPANT INFORMATION

	Target no. of foreign participants
	

	Target no. of local participants 
	

	Explain below how you will achieve your targets.

	





	PART 4. FINANCIAL INFORMATION

	Please provide the total amount of the fixed hosting fee for the congress (minimum 80,000 US Dollars)
	
________________ US Dollars

	Do you agree to settle the 20,000 US dollar deductable guarantee deposit before the MOA signing ceremony?
	(  ) YES                    (  ) NO

	Does your association agree to be responsible for managing all finances and any risks associated with successfully hosting the FAPA Congress?
	(  ) YES                    (  ) NO

	FEASIBILITY

	What is your estimated overall budget for the congress?
	

	Enumerate your estimated sources of funding and the expected amount (as applicable)
	Registration Fees: _________ US Dollars
Grants from Government: _________ US Dollars Subsidy from Association: _________ US Dollars Sponsors Non-Pharma: _________ US Dollars
Exhibitors Pharma: _________ US Dollars 
Others (Specify): _________ US Dollars




	PART 5. PROGRAM AND SPEAKERS

	Please provide your proposed Congress Theme related to the FAPA Roadmap
(for discussion and approval by the FAPA Bureau)
	2026 – Patient Safety
2028 – Universal Health Care

	Please list down topics or subthemes of interest to your local participants.
	

	Please specify possible plenary speakers or countries of foreign speakers that you think your participants would be interested in
	

	Please specify the target no. of oral presentations
	
	Please specify the target no. of poster presentations
	

	Do you agree to follow the prescribed Congress Schedule provided by the FAPA Headquarters?
	(  ) YES                    (  ) NO

	(If you don’t agree to the prescribed schedule, please specify in this box, the specific changes in the prescribed general schedule that you would like the FAPA Bureau to consider.)







	PART 6. FIELDTRIPS AND SOCIAL ACTIVITIES	

	Specify in this box a list of practice sites and number of slots for your planned Field Trips.
	Field of Practice 
	Practice Site/ Venue
	Expected no. of participants

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	FAPA Council Dinner Plan (Invitation Only)

	Name of Venue	
	

	Address/ Location
	
	Capacity (no. of pax)
(Must be ~40-50 pax)
	

	Photo/s
	





	Welcome Reception Plan (All Participants) 

	Name of Venue
	

	General Concept/ Features/ Activities
	

	Address/ Location
	
	Capacity (no. of pax)
	

	Photo/s	
	





	Gala Dinner Plan (All Participants) 

	Name of Venue 
(Must be same as Closing Ceremony)
	

	General Concept/ Features/ Activities
	

	Address/ Location
	
	Capacity (no. of pax)
	

	Photo/s	
	







	PART 7. VENUE DETAILS

	Provide us with information about the main Congress Venue 

	Name of Congress Venue
	

	Complete Address
	

	Official Website of Venue
	

	Link to Maps
	

	Checklist of required features for the main congress venue:
(   ) Located in a secure location near public transportation and a variety of hotels that can accommodate the congress guests.
(   ) Venue for the Opening Ceremony has a big stage and a capacity of 1500 - 2000 pax in theater arrangement.
(   ) Plenary Hall for Plenary Sessions must have a capacity of 1000 – 2000 pax
(   ) At least 7 breakout session rooms available with size ranging from 100 – 500 pax and able to accommodate 1000-2000 pax in total.
(   ) Exclusive room for FAPA Headquarters (with working area,  printer, supplies and outlets, and flexible small meeting area and small VIP waiting area separated by divider) available for a minimum of 6 days
(   ) Venue for Bureau Meeting (15 pax) and Council Meeting (50 – 60 pax) on Day 1 of the Congress
(   ) Venue for Precongress (100-150 pax) on Day 2 of the Congress
(   ) Dedicated exhibits/ booth area that is available for 4 days.
(   ) Dedicated poster presentation area for digital or printed posters.
(   ) Must have dedicated registration area
(   ) Dedicated area for distribution and dining during lunch break of participants
(   ) Holding Room for Speakers and VIPs beside near/ beside congress local secretariat room with available work desks/ outlets 
(   ) Dedicated Room for Praying (Islam) with divider/ separate room located near the restroom
(   ) Dedicated Room for Mothers (Breastfeeding/ Pumping)
(   ) High Speed Internet in all areas


	Provide us with a floor plan and Photos of your proposed venue


































	PART 8. COORDINATION, CROWD CONTROL, AND SAFETY MEASURES

	Checklist of required coordination, crowd control, and safety measures:
(   ) Chief decision-maker of local organizing committee must be in direct and regular communication with FAPA Headquarters
(   ) Dedicated staff members to send invitations, reminders, and respond to queries to speakers and participants and document common queries received by email and social media from launch of website up to 6 months after the congress
(   ) Registration area for VIPs/ Speakers, Groups and Foreign and Local delegates should be separate 
(   ) Volunteers/ Ushers providing assistance to speakers and moderators as well as participants in each session room and activity area
(   ) Barcode system to record participant’s attendance in each session
(   ) Coordination with city and airport authorities for information and security
(   ) Medical emergency provisions must be in place
(   ) Emergency exit signs should be visible and protocol provided to all speakers and participants
(   ) Emergency hotlines must be provided to all participants
(   ) Lost and Found items should have a protocol and dedicated place



	PART 9. CONGRESS SUPPORT

	Checklist of required congress support to be provided by the host association:
(   ) FAPA Congress website for information, registration and abstracts submission that will be online from January of the congress year up to December of the following year - that will be linked to the official FAPA website
(   ) Social media manager that will handle promotion and information dissemination using the FAPA congress social media page.
(   ) Free Registration for FAPA Travel Scholars to be selected by FAPA Headquarters
(   ) Embassy Coordination and Visa assistance information/ hotline for international delegates
(   ) Transportation information to and from the airport
(   ) Accommodation information (available hotels of varying rates)
(   ) CPD/ CPE Units provision/ information/ assistance for delegates

Optional
(   ) Promotion by hosting a Special Reception/ Invitational Dinner in the preceding FAPA Congress
(   ) Information booth at the airport
(   ) Airport Pickup for VIPs and Speakers
(   ) Travel Assistance (worth 1000 US Dollars/person) for Travel Scholars. 
Specify number of travel scholarships to be provided by association _______
(   ) Special Tourism Packages
Pls describe: ___________________________________________________________________________________
(   ) Coordination of Accommodation/ Special Rates or Packages for Groups
Pls describe: ___________________________________________________________________________________
(   ) Coordination of special practice site visits for groups/ associations that will register
Pls describe: ___________________________________________________________________________________
(   ) Coordination for promotion and special packages with partner/sister associations/ groups. 
Pls describe: ___________________________________________________________________________________
(   ) Other support that will be provided:
Pls describe: ___________________________________________________________________________________




	PART 10. ACCOMMODATION INFORMATION

	List at least 10 accommodations accessible to the venue
	Name of Hotel
	Website Link
	Specify access to venue (eg. 5 min walk, 5 min train, etc.)
	Range of Room Rates (USD)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


· Proposed hotels must include affordable accommodations

	PART 11. AVAILABLE TRANSPORTATION INFORMATION

	List all FAPA countries with direct flights/ travel to your country



List all available modes of transport available at the Congress Venue (Bus, Taxi, Train, Ride-hailing apps, etc.)








	PART 12. TOURISM INFORMATION

	List down and describe (if any) attractions near the venue
(May provide links or photos)
	










	List down and describe (if any) tourist attractions in your country
(May provide links or photos)
	














-END-


Submission of Bid Proposal (5-4 years prior)


Initial Screening


Signing of MOA (at least 3 years prior)


Site-Visit/ Ocular Inspection


 Official Announcement and Promotion (at least 2 years prior) 
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