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TIMELINE

December of year -4
· The national nutrition society (NNS), block member of ESPEN and located in the European/Mediterranean region, applies by filling and sending the document below.
· ESPEN’s Executive Committee (ExeCom) validates the application.
December of year -3
· During the year -3, The professional congress organizer (PCO) in contract with ESPEN enquires about possible locations in each applying country. A full RFP is send out and suitable locations may be visited with a member of the ExeCom and a member of the local organizing committee (LOC). The LOC comprises the congress president as well as the chairpersons of the local scientific and educational and clinical practice committees.
· Under advice from the PCO and considering such factors as the history of ESPEN congresses in the country, the country’s location compared to previous congresses, the convention centre’s capacity and price, the hotel and transportation availability, the ExeCom shortlists two locations and informs all applicants.
May of year -2
· Under advice from the PCO and considering such factors as the history of ESPEN congresses in the country, the country’s location compared to previous congresses, the convention centre’s capacity and price, the hotel and transportation availability, the ExeCom selects the location and informs all applicants. The location is to be kept confidential until the public announcement.
· The chosen NNS sets up local scientific and educational and clinical practice committees.
· Members of said committees list potential ideas for scientific and educational symposia.

September of year -2
· The location is publicly announced.



January of year -1
· The LOC is invited to participate to all ESPEN committee meetings (January, May and September of year -1 and year 0) as rotating committee members, with the president participating in the ExeCom meetings and the others in their respective central committee meetings with whom they share their respective programme and speakers suggestions.
· The final decision on the programme is made by the central committees.
Q4 of year -1
· The full programme is complete, and the PCO starts sending the invitation to selected speakers.
· The LOC chooses co-chairs from the local scientific and educational and clinical practice committees for most symposia. Registration for the congress is free for such moderators.
· The congress president collaborates with the PCO, mostly for logistical aspects, such as restaurant selection for the committee dinners and faculty dinner, and with the ExeCom, and to obtain sponsorship from local/national institutions and companies.
· The LOC organises the opening session, in collaboration with the PCO and the ExeCom and chooses a lecturer for the opening lecture, validated by the ExeCom.
October of year 0
· ESPEN transfers the profit share to the NNS. This profit share amounts to 20,000 euros, or 50,000 euros if the NNS has cancelled their yearly congress on year 0.
· Expenses covered by this sum include:
· Logistical costs of national committee meetings to work on the programme,
· Transportation and lodging of national moderators (except the LOC).
· Up to 33% of this profit share may be transferred before the congress.



· Year of the congress:
· Envisioned city:
· Envisioned congress venue:

· Country:
· National Nutrition Society:
· Name of the society:
· President (name, e-mail, phone number):
· 
· Local organising committee:
· President (name, e-mail, phone number)
· 
· Scientific Committee Chairperson (name, e-mail, phone number)
· 
· Educational and Clinical Practice Committee Chairperson (name, e-mail, phone number)
· 

· If your application is not accepted, we should consider your application:
· For year +1		yes	no
· For year +2		yes	no

Date: 



National Nutrition Society President			Congress President
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