Agreement between

Foundation WONCA Europe (WONCA Europe)

and

Member organization (MO)
· This document establishes a formal agreement between WONCA Europe and MO for the organisation of the WONCA Europe Conference to be held in _________, from ___, 2019.

· Matters not specifically referred to in this agreement remain at the discretion of MO.

· In managing the WONCA Europe Conference on behalf of WONCA Europe, the MO should be aware of the Gender Equity Standards for WONCA Scientific Meetings (attached). 

· MO is strongly advised to take out appropriate insurance against the cancellation of the Conference due to circumstances beyond their control.

1. Responsibility

a. WONCA Europe delegates to MO the responsibility for the organisation of the Conference.
b. WONCA Europe has appointed ________ as its liaison person with the Host Organising Committee.
2. Content and Structure of the Conference

MO will be responsible for the development of a scientific programme in co-operation with WONCA Europe. The programme of the Conference will be developed on the theme: _____________
Furthermore, the following requirements should be fulfilled:

a. Part of the programme should be actively planned in co-operation with WONCA Europe, the other part being based on abstracts submitted.
b. The Opening and Closing ceremonies should be in accordance with the WONCA Europe protocol.
c. There should be at least three keynote speakers.
d. The network organisations EURACT, EGPRN EQuiP, EURIPA, EUROPREV and Vasco da Gama Movement (VdGM) should have their own track of activities through the Conference.
e. WONCA Europe’s Special Interest Groups (WESIGs) should have their own track of activities through the Conference. Submissions will be through the Chairs of the Groups.
f. There should be state-of-the-art sessions, and debate sessions or consensus panels on important clinical topics run by experts in their field. Those activities are defined by the Scientific Committee in collaboration with WONCA Europe.
g. The Vasco da Gama Group will have a Pre-Conference relevant to residents and young GPs.
h. Outside the programme, but within the context of the Conference, room should be given for other organisations to organise satellite symposia and meetings. These activities should be orientated to General Practice/Family Medicine and relevant to the discipline.
i. In addition to the scientific programme, MO will be responsible for organising a social programme of events that will be attractive to delegates and accompanying persons.
3. Organisation

MO will be responsible for providing an appropriate venue for the Conference with adequate facilities and technical equipment to guarantee the proper and unimpaired proceedings of all aspects of the Conference. To achieve this, MO agrees to:

a. Establish a Conference secretariat office in ____ in order to coordinate the organisation of the Conference. This office will develop close links with the WONCA Europe secretariat.

b. Establish a Host Organising Committee (HOC) that will have overall responsibility for the organisation and management of the Conference.

c. Establish a Conference Scientific Committee (CSC) to organise the scientific programme on behalf of the HOC, and include one member of the CSC Prague 2017 and one member of the CSC Krakow 2018 and one member appointed by WONCA Europe Executive serving as a co-chair or SCS.
d. Provide the WONCA Europe Executive and the Liaison Person with written reports in English of the progress of the HOC and CSC three times a year, to satisfy WONCA Europe that the organisation is in line with the timetables in WONCA’s Guidebook for Future Conferences.  

e. Provide copies of correspondence between the HOC and WONCA Europe to the Liaison Person.

f. Provide, free of any charge:
i. Meeting rooms for WONCA Europe to hold an Executive Board meeting and a European Council meeting, immediately before the Conference and for VdGM to hold a Council meeting. The rooms should have free wireless internet access for all participants. Furthermore the provision of power points near the tables, and an audio conference system.  

ii. A room and time slot for a WONCA Europe Open Meeting during the Conference – and a room and time slot for an additional WONCA Europe presentation/discussion with conference participants.
iii. A room for the WONCA Europe secretariat, equipped with office equipment including a photocopier, computer, printer and telephone.

iv. A room for WONCA Europe Executive Board to meet with relevant parties during the conference. Table and chairs for 12-15 persons – preferable near WONCA Europe secretariat.

v. A room for EJGP to meet. Table and chairs for 10 persons – preferable near WONCA Europe secretariat.

vi. A large booth of 30 sqm fully equipped with furniture, lights, electricity for the use of WONCA Europe, the European Journal of General Practice, WONCA Europe Networks (EURACT, EGPRN, EQuiP, EUROPREV, EURIPA, VdGM), and WONCA Europe Special Interest Groups (EPCCS, GRIN, IPCRG, PCDE, ESPCG, PCAIG).
vii. An assistant to work under the direction of the WONCA Europe Secretariat in the office and booth for the duration of the Conference.

g. Provide an evaluation report within three months of the end of the Conference. This report to provide organisational, scientific and financial information.
4. Finance

MO will be fully and wholly responsible for all financial aspects of the Conference. This includes:

a. The Conference Levy

i. For every registered delegate liable to pay the full Conference fee, irrespective of whether a discount for early payment applies, MO will pay 50 Euros to WONCA Europe.

ii. For every delegate who at the time of his registration is a bona fide Direct Member of WONCA or a junior doctor, the levy will be 25 Euros.

iii. For day delegates the levy will be 25 Euros.

iv. Payment of 90% of the estimated total levy will be paid to WONCA Europe within 60 days of the closing of the Conference. The outstanding balance will be paid within 90 days of the closing. Late payments will attract a penalty of 100 Euros per day.

b. MO will provide free Registration at the Conference and free participation in the social programme for all members of the WONCA Europe Executive, the Administrative Secretary, and the chief-editor of the EJGP

c. MO (following their prior approval) will be responsible for the cost of travel and accommodation and subsistence incurred by the Liaison Person in the execution of their duties. The Liaison Peron will be expected to attend one meeting of the HOC in each year between the date of this agreement and the opening of the Conference.

d. MO will provide free Registration at the conference and free participation in the social programme for 10 guests of the WONCA Europe Executive.  For these guests no levy will apply.
e. MO will provide free Registration at the conference and free participation in the social programme for 5 guests of the WONCA World Executive.  For these guests no levy will apply.
f. MO will be responsible for the Registration Fee and the Social event fees for the WONCA World President. The President’s travel and accommodation costs will not be the responsibility of the Association. 
g. MO will be responsible for the expenses of keynote speakers at the Conference. These expenses include travel, subsistence, accommodation, professional fees, Conference registration and social programme fees.
h. The conference fees according to different types of participants and time for registration are noted in the addendum to this contract.
5. Other Matters

a. WONCA Europe, EURACT, EGPRN, EQuiP, EURIPA, VdGM and WESIGs will assist MO with the marketing of the Conference and will give specific support to the scientific programme.

b. MO will involve experts from outside Czech Republic, including those in the WONCA Networks, in reviewing abstracts.

c. MO will use the WONCA Europe website for the submission of abstracts. Accepted abstracts will be accessible through the WONCA Europe Website. MO would consider publication of the abstracts on paper also, it should consider to contract the European Journal of General Practice,

d. MO will videotape the presentations of the keynote speakers and make them available for the WONCA Europe Website

e. The Conference rooms must be designated No Smoking areas.

f. The WONCA Logo must be displayed on all Conference and publicity materials.

This agreement is confirmed by the undersigned on behalf of WONCA Europe and MO.

President



Chair of the Host Organizing Committee 
WONCA Europe
 

Date:




Date:
Signature:



Signature:

Addendum regarding conference fees

The conference fees according to different types of participants and time for registration: 
WONCA Direct member
	Early (until XY)
	XY € 

	Regular (from - to)
	XY € 

	Late (after XY)
	XY €

	Delegate 

	Early
	XY €

	Regular
	XY €  

	Late
	XY €

	Junior Doctors and Trainees 

	Early
	XY €

	Regular
	XY €

	Late
	XY €

	Students 

	Early
	XY €

	Regular
	XY €

	Late
	XY €
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