[image: ]
[bookmark: _Hlk24463078]













[image: ]





Guidelines for the organisation of the

SSIEM SYMPOSIUM


Guidelines and Instructions
[image: ]


SSIEM Guidelines and Instructions | last update March 2026	31
© The Society for the Study of Inborn Errors of Metabolism Limited


Abbreviations Used	4
What is / who are the SSIEM?	4
The SSIEM´s Mission statement	4
Journal of Inherited Metabolic Disease (JIMD) & JIMD Reports	5
SSIEM Symposia	5
Expressions of Interest	5
Selection of bid	6
Local Organising Committee (LOC)	7
They will be responsible for the following:	7
International Scientific Committee (SC)	7
Abstract Selection Committee (ASC)	8
Timetable symposium bidding process and preparation	10
SSIEM Symposia & ICIEM Conference Venues & Attendance Numbers	12
Budget & Financial Matters	13
Registration fees	14
Symposium Badges	15
Participants – Delegates` Profile	15
Invited guests and Reimbursements	16
Scientific Programme	20
Abstracts and oral presentations – Abstract Submission	21
Conflict of Interest Statement	22
Late Breaking News (LBN)	23
CME (Continuing Medical Education) Accreditation	23
SSIEM Annual General Meeting (AGM), Committees & Working Groups plus Affiliate meetings	23
ROOM REQUIREMENTS	24
Symposium programme and function overview	25
Social Programme	26
Accommodation	26
Logo	26
Report	26
Travel Scholarships	27
Komrower Lecture	27
Archibald Garrod Award	28
The SSIEM Late-Breaking News Awards	28
Poster Awards	28
Book of Abstracts	28
Corporate Partners	28
List of Appendices	30



[bookmark: _Toc200106969][bookmark: _Toc223646409]Abbreviations Used
	AGM
	Annual General Meeting

	AMPG
	SSIEM Adult Metabolic Physicians Group

	ASC
	Abstract Selection Committee

	C&AC
	Council and Advisory Council of the SSIEM

	CLO
	Corporate Liaison Officer of the SSIEM

	CME
	Continuing Medical Education

	DG
	SSIEM Dietitians Group

	ERDERA
	The European Rare Diseases Research Alliance

	ETAC
	SSIEM Education and Training Advisory Committee

	ICIEM
	International Congress of Inborn Errors of Metabolism

	IEM
	Inborn Errors of Metabolism 

	IMD
	Inherited Metabolic Disorders 

	ISC
	International Scientific Committee

	JIMD
	Journal of Inherited Metabolic Disease (produced by SSIEM)

	LBN
	Late Breaking News

	LOC
	Local Organising Committee

	PAG
	Patient Advocacy Groups

	PCO
	Professional Congress Organiser  / Professional Conference Organiser

	SAO
	SSIEM Administration Office 

	SSIEM
	The Society for the Study of Inborn Errors of Metabolism Limited



[bookmark: _Toc200106970][bookmark: _Toc223646410]What is / who are the SSIEM?
The origins of the SSIEM may be traced to an informal meeting held in England at the Manchester Royal Infirmary in 1962 when an enthusiastic group of biochemists and paediatricians met to discuss phenylketonuria. In May of the following year, the same group held a symposium in Sheffield which was entitled "Neurometabolic disorders in childhood". The Society was constituted formally in October 1963. The first symposium organized by the newly formed learned Society was held in Liverpool in 1964 on the subject of "Biochemical approaches to mental handicap in children".

The history of the SSIEM is one of steady development. In 1967 the first corresponding members were appointed to provide communications with the wider membership. The first symposium to be held overseas was in Zurich in 1968. Membership of the Society in 2024 stands at 1,622 and is truly international with members from more than 86 countries.

[bookmark: _Toc200106971][bookmark: _Toc223646411][bookmark: _Hlk120191625]The SSIEM´s Mission statement
The aim of the Society is to foster the study of inherited metabolic disorders and related topics. The learned Society exists to promote exchange of ideas between professional workers in different disciplines who are interested in inborn errors of metabolism (IEM). This is achieved through the organization of the symposia and associated scientific meetings, publications and provision of funding for educational and training support. The SSIEM Council (Council) is also supplemented by an Advisory Council who provide advice and meet with the Council at least once a year usually at the symposia.

[bookmark: _Hlk155797722][bookmark: _Toc200106972]The learned Society, a registered charity and limited company, accepts donations from sponsors sympathetic to its aims. The Council, within its financial resources, is willing to spread interest and study in inborn errors around the world by selectively supporting membership and attendance at conferences from areas of the world where financial resources are more limited. The Society does not directly fund research, but offers advice on request to other organizations that do so. Education and training in IEM is also an important aim of the SSIEM.

[bookmark: _Toc223646412]Journal of Inherited Metabolic Disease (JIMD) & JIMD Reports
Perhaps the most tangible achievement of the SSIEM has been its publications. Every one of its symposia has been published and this has provided invaluable reviews on specific topics in the field of IEM. In 1978 the Journal of Inherited Metabolic Disease (JIMD) was launched.

The Journal publishes original work covering all aspects of inherited metabolic disorders in humans and higher animals: clinical, biochemical, genetic, experimental, epidemiological and ethical.

The Society publishes six to eight issues of the Journal of Inherited Metabolic Disease (JIMD) each year. This publication is available online free of charge to members. One issue each year is devoted to publishing selected papers from the SSIEM Symposia or ICIEM international scientific meeting. In 2011 the Society launched an online journal JIMD Reports which publishes research findings or clinical observations, whether submitted directly or by referral from JIMD. Since 2019, JIMD Reports has become a fully open access journal where lead authors can publish free of charge if they are SSIEM members. In 2019 Wiley became the publisher for the JIMD & JIMD Reports. The journals can be accessed via the SSIEM website, this includes the SSIEM Symposia or ICIEM international scientific meeting Abstract special issue.

[bookmark: _Toc200106973][bookmark: _Toc223646413]SSIEM Symposia
The SSIEM Symposia is held in Europe usually 3 out of every 4 years, during the last week of August or first week of September. The symposium should be held in a European country accessible to all potential delegates. These guidelines and instructions have been prepared to help local organizers to create their application to host the SSIEM Symposium and to ensure smooth running of the Symposium. Every 4th year the Symposium is held under the auspices of a different continental society as the International Congress of Inborn Errors of Metabolism (ICIEM), thus the SSIEM doesn´t hold its regular symposium every 4th year, except when it is the SSIEM’s turn to hold the ICIEM.

In this 4th year a smaller event (e.g. virtual meeting) might be organized by the SSIEM. This will not compete with the ICIEM meeting regarding date of the event and content.

[bookmark: _Toc200106974][bookmark: _Toc223646414]Expressions of Interest
Council invites expressions of interest from Inborn Errors of Metabolism (IEM) / Inherited Metabolic Disorders (IMD) national or regional societies, institutions or from groups of interested SSIEM members, approximately 4 years in advance of the event, by direct contact with the SSIEM Advisory Council Members and the membership.

Expressions of interest should include:
· Names of the LOC and Chair (President)
· Proposed Symposium Theme 
· Proposed dates
· Proposed Symposium venue:
· Capacity of main auditorium
· Number of break out rooms for parallel sessions, workshops and meeting rooms
· Suitability for commercial exhibition
· Location of Symposium Dinner
· Suitability of hotels to cater for needs of delegates with price range
· Ease of access for delegates
· Airport (continental and European), train station
· Social programme outline

[bookmark: _Toc200106975]

[bookmark: _Toc223646415]Selection of bid
Expressions of interest will ordinarily be reviewed by Council at the June/July Council Meeting and those meeting the minimum criteria as defined by Council will be expected to make a presentation at a Council and Advisory Council (C&AC) meeting, usually held on Wednesday before the AGM at the Symposium. The Chair and the members of the LOC would make the presentation as it is essential that the Council knows there is a team organising the symposium. C&AC members attending the C&AC meeting may be asked to demonstrate their preference by a ‘secret ballot’, the papers for which will be prepared by the SSIEM Administration Office (SAO) together with the SSIEM Honorary Secretary. The decision will be announced to the membership (e.g. at the Annual General Meeting (AGM) and SSIEM website) and endorsed by Council at the next Council Meeting; the SSIEM Honorary Secretary will confirm the selection in writing.



The following structure will be established:

[bookmark: _Toc200106976][bookmark: _Toc223646416]Local Organising Committee (LOC)
[bookmark: _Toc200106977][bookmark: _Toc223646417]They will be responsible for the following:
· nominating a Chair (President) who will become an invited member of Council for two years prior to the Symposium (must be an existing member of the Society) i.e. the 2028 Symposium President would join council after the AGM in 2026 until the 31 December 2028.
· ensuring that the majority of the LOC are SSIEM members
· working with both the Corporate Liaison Officer (CLO) and the SAO to choose a PCO
· preparing a Symposium Budget, together with the CLO and the PCO, which must be reviewed and approved by Council and signed off by the SSIEM Honorary Treasurer. A budget proforma is outlined in Appendix 1. The CLO will assist the local PCO with regards to setting the budget
· selecting a venue, which must be reviewed by two members of Council (nominated by the SSIEM Honorary Chair)
· approving the contract with the Symposium venue. The contract will need to be approved by the President of the LOC and signed by the SSIEM Honorary Treasurer on behalf of the Council. If the SSIEM acts as organizer and is registered for VAT in the country of the Symposium the CLO shall negotiate the contract with the venue and present this to the Council for their decision. (Where signatures are required for the Symposium venue contract, please arrange a conference call with the Honorary Officers).
· establishing an International Scientific Committee (ISC), after consultation with the SSIEM Honorary Officers. This committee will be asked to advise the LOC with regards to topics and speakers. Members of the ISC or the Council cannot be invited as speakers. If in exceptional circumstances it is not possible to identify a speaker for a topic outside of the ISC or the Council, the LOC can approach the Council, via the SAO, to see if it may be possible to include individuals of the ISC or the Council in the programme. The LOC must consult with the Council, via the SAO, before approaching these individuals. The ISC shall be composed of both national and international individuals; the majority must be SSIEM members. The SSIEM Honorary Chair and Honorary Secretary form part of the Committee ex-officio.
· ensuring that all invited speakers, prior to acceptance of their talk, are aware that they will be expected to submit an article to the JIMD. The template invitation letter is appended and must be used (Appendices 2a & 2b).
· having a gender and diversity balance in all of the committees as well as in the proposed scientific program (speakers/chairs).
· supplying the SSIEM with all documents, statistics, reports and financial overviews generated during the Symposium. The SSIEM is aiming to set up an archive in order to re-use templates, forms etc. in future Symposia.

[bookmark: _Toc200106978][bookmark: _Toc223646418]International Scientific Committee (ISC)
The ISC shall comprise members of the LOC, other SSIEM members, as well as many persons as possible of international scientific reputation who will recommend speakers and advise on the scientific programme. The programme should follow the traditional SSIEM Symposium format as outlined in Appendix 3. A general theme is most often identified to encapsulate the main emphasis of the meeting. Mentoring sessions should be included, instructions outlined in Appendices 3a to 3e. Categories for abstracts should be identified (Appendix 4).

Speakers should be considered for their expert knowledge of the topic and on their known presentation skills. Speakers should (as mentioned above) not be selected among members of the ISC or the Council. The programme should have a balance of local and international speakers, from Europe and elsewhere, as well as male and female speakers covering both scientific and clinical aspects of the topics.

The LOC President, acting as the spokesperson for the ISC and LOC, will present the draft scientific programme to the Council for discussion and approval at least two years before the Symposium. In order to receive timely confirmation from invited speakers it is crucial to start the invitation process – and thus planning of the scientific content – as early as possible, once the draft has been approved by Council.

Ideally, the scientific programme including the titles and speakers of the main (plenary) sessions shall be available twelve months prior to the symposium. In the case of any dispute and disagreement, Council decision is final, but Council shall seek advice from the ISC.

[bookmark: _Toc200106979][bookmark: _Toc223646419]Abstract Selection Committee (ASC)
The final selection of abstracts will be carried out by the Abstract Selection Committee (ASC) which will consist of 5 or 6 members, two nominated by the LOC and the three Honorary Officers (Chair, Secretary and Treasurer). In addition, the President of the following year’s SSIEM meeting will be invited. The Council and the LOC may co-opt other specialists to review abstracts in certain categories.

For the reviewing of the abstracts the LOC President is given the previous year’s list of reviewers which is kept by the SAO. The LOC should enrich this list one year prior to the start of the Symposium with names from the hosting country. It is expected that all members of the LOC will participate. Reviewers will be invited using the letter template (Appendix 5a) and will be provided with the SSIEM Abstract Guide for Reviewer document (Appendix 5b). The enriched list should be emailed back to the SAO.

A minimum of six reviewers should be available for each abstract. Reviewers shall receive the abstracts including names, affiliations as well as declaration of conflict of interest. The SSIEM Honorary Chair is responsible for the final selection of reviewers and allocation of abstracts, as well as for inviting them, through the PCO. These specialists may be asked to co-chair the respective oral parallel session. The LOC President and Chair of the ASC must inform the PCO of the names of the nominees. Abstracts should be scored from 0 to 6. Out of the highest ranked abstracts, a few abstracts should be identified as a possibility for inclusion in the Late Breaking News Session – see below for further details. The best ranked abstracts (usually those with a mean score higher than 4.5) should be selected for an oral presentation; these are then allocated to the most appropriate of the parallel sessions. The reviewing time should be approximately 3 weeks.

Editing of abstracts which have been flagged during the reviewing process by the reviewers as having grammatical errors shall be carried out by English speaking scientists / reviewers (SSIEM Abstract Guide for Editor document [Appendix 5c]). The ASC along with the abstract handling office will meet in the Host’s venue in May, approximately four weeks after the deadline for abstract submissions and at least four days after the scores of reviewers have been sent to the ASC to select the abstracts for oral and poster presentation.

The LOC, in collaboration with the PCO and the abstract handling team, will notify those who submitted abstracts of the outcome. This includes four presenters whose abstracts will be considered for upgrade. These 4 abstracts are selected for a potential upgrade at the abstract selection meeting in May: two for upgrade from oral to the late breaking news (LBN) session (e.g. with score of ~>5.5) and two from poster (highest graded) to oral to fill the potential gap introduced by the upgrade. The presenters need to be informed of this potential upgrade, in order to make sure they will be available and that they can prepare prior to the summer break.

All selected abstracts irrespective of category will appear on the SSIEM app. Abstracts selected for oral and poster presentations will appear in the on-line Abstract book. For those abstracts selected as e-posters (or another category with the lowest ~30% scores) only the titles and the authors names will be included. All abstracts must include a declaration of conflict of interest for each named author – see page 23.

Abstracts to be considered for the LBN session should be submitted at the beginning of the final week of July. They are reviewed by the ASC. The LOC will notify those who submitted abstracts of the outcome including the 4 who were selected for potential upgrade at the May abstract selection meeting.

A thank you letter should be sent to the Symposium Abstract Reviewers (appendix 5d).



[bookmark: _Toc200106980][bookmark: _Toc223646420][bookmark: _Hlk207826174]Timetable symposium bidding process and preparation

	when
	action item
	Who

	September, 4 years prior to meeting, 
i.e., Y-4
	symposium and financial proposal including draft budget (guidelines) to be presented to the C&AC Members 
	Candidate City/Council

	December, Y-4
	approval by Council
	Council

	Autumn, Y-3
	formation of Local Organising & International Scientific Committees
Initial thoughts on Logo and strapline
	Local Organising Committee (LOC)/International Scientific Committee (SC)

	June, Y-2
	site visit and location check, budget check and approval

confirmation/approval of:
· draft of scientific content
· venue
· registration fees
· exhibitor and Sponsor´s Prospectus to be approved by Council and LOC
· signing of additional contracts (e.g. hotels, social events
	LOC/Council

	November/
December, Y-2
	draft scientific programme -
main topics including content and potential speakers of plenary sessions
	SC/LOC

	
	Discuss/Propose Komrower Speaker
	Council

	September, Y-1
	promote the upcoming meeting during predecessor SSIEM Symposium
1st announcement from LOC/PCO - Emailed by SAO to SSIEM Membership [Newsletter 1]
SAO sends abstract reviewer list from previous years to LOC President to update. CLO to contact industry
Open website – PCO/LOC
	LOC/CLO/PCO & SAO

	November/ December, Y-1
	final scientific programme (plenary sessions),
decision on members of ASC & confirm early May date for the ASC meeting at host’s venue,
decision on Komrower speaker and title 
	LOC/SC/Council 

	January-February, Y of meeting
	Archibald Garrod Award selection
	JIMD Editorial Team/Council





	[bookmark: _Hlk207826132]When
	action item
	Who

	January
	2nd announcement produced by the PCO/LOC [Newsletter 2] to include Delegate registration, call for abstracts etc.
Symposium website opens online registration, abstract submission & SSIEM symposium travel scholarship application
Budget updated and approved
	PCO/LOC
LOC/SC
PCO/LOC
Council

	February
	production and e-mailing of Newsletter 3 – to include details of Scientific Programme, Registration and Accommodation. PCO to email the registered delegates.
LOC to invite abstract reviewers
	PCO/LOC/SC/ SSIEM Chair/ SAO

	April
	abstract deadline
allocate abstracts to reviewers (LOC)
notify reviewers (PCO)
open reviewing process (PCO)
deadline for applications for SSIEM symposium travel scholarship
	PCO/LOC/SC 

	May
	close abstract reviewing process, PCO creates abstracts list with reviewers scores as an excel file for offline decisions,
meeting of ASC to allocate oral presentations to oral communication sessions, posters and e-posters only presentations to generate final list of abstracts.
ASC sends list of abstracts requiring editing to PCO
PCO to send list of abstracts to SAO as a word document. 
SAO to send copyedited abstracts back to ASC/LOC for approval
	PCO/LOC/SC/ASC

	June
	oral and poster presenters informed (PCO)
Pdf file of abstract book to be sent to publisher (PCO)
notification of SSIEM symposium travel scholarship outcome to applicants 
	PCO/SAO

	June/July
	sponsors and exhibitors confirmed
	Corporate Liaison Officer (CLO)

	June/July
	exhibition floor plan approved, and manual sent out
	CLO/PCO

	June/July
	early registration deadline ends
	PCO/LOC

	June/July
	final programme to be published online
sponsors and exhibitors confirmed
Abstract Book created  
	SC/PCO/CLO/JIMD Editors

	July
	Create email address for submission of late breaking news abstracts, submission,
decision on late breaking news abstracts
Late-Breaking News Committee scores LBN submissions
	LOC (see page 7)/PCO/Abstract Handling Team
SSIEM Chair, ASC

	August/ September
	The Symposium normally starts the first week of September but could be last week of August
	







[bookmark: _Toc200106981][bookmark: _Toc223646421]SSIEM Symposia & ICIEM Conference Venues & Attendance Numbers

	Recent SSIEM Symposia & ICIEM Conference Venues
	Attendance

	1996
	Cardiff, United Kingdom
	409

	1997
	Gothenburg, Sweden
	329

	1998
	York United, Kingdom
	500

	1999
	Genoa, Italy
	

	2000
	ICIEM - Cambridge, United Kingdom (SSIEM)
	

	2001
	Prague, Czech Republic
	575

	2002
	Dublin, Ireland
	719

	2003
	ICIEM - Brisbane, Australia (ASIEM)
	

	2004
	Amsterdam, The Netherlands
	899

	2005
	Paris, France
	

	2006
	ICIEM - Chiba, Japan (JSIMD)
	

	2007
	Hamburg, Germany
	

	2008
	Lisbon, Portugal
	1,482

	2009
	ICIEM - San Diego, USA (SIMD)
	

	2010
	Istanbul, Turkey
	

	2011
	Geneva, Switzerland
	1,705

	2012
	Birmingham, United Kingdom
	1,572

	2013
	ICIEM - Barcelona, Spain (SSIEM)
	2,495

	2014
	Innsbruck, Austria
	2,170

	2015
	Lyon, France
	2,649

	2016
	Rome, Italy
	2,877

	2017
	ICIEM - Rio de Janeiro, Brasil (SLEIMPN)
	2,300

	2018
	Athens, Greece
	2,702

	2019
	Rotterdam, The Netherlands
	2,987

	2020
	Virtual SSIEM Symposium
	

	2021
	ICIEM - Sydney, Australia (Hybrid Congress) (ASIEM)
	

	2022
	Freiburg, Germany
	2,448

	2023
	Jerusalem, Israel
	1,467

	2024
	Porto Portugal
	2,978

	2025
	ICIEM - Kyoto, Japan (JSIMD)
	2,600

	
	

	Future SSIEM (ICIEM) Symposium Venues
	

	2026
	Helsinki, Finland
	

	2027
	Dublin, Ireland
	

	2028
	Florence, Italy
	

	2029
	ICIEM - Toronto, Canada
	

	2030
	Basel, Switzerland
	



[bookmark: _Toc200106982][bookmark: _Toc223646422]Budget & Financial Matters
The LOC should establish a Finance committee, consisting of at least the LOC President, a representative of the PCO, the CLO, the SSIEM Honorary Treasurer and the SSIEM Administrators, to take responsibility for and to manage the finances of the Symposium. It is the responsibility of the LOC President to keep the SSIEM Honorary Treasurer and SSIEM Administrators fully informed (in writing) of any deviation from the originally agreed Symposium budget. A budget proforma is outlined in Appendix 1.

The LOC shall draw up a Symposium Budget together with the PCO & CLO, which must be presented to Council at least 18 months before the Symposium for approval. The budget will be signed off by the SSIEM Honorary Treasurer. The Registration Fees should be set to achieve at least a neutral budget, based on an agreed (with the Council) estimate of the number of delegates and agreed assumptions about likely sponsorship and the known costs of the venue and accommodation. Budget updates shall be submitted on a monthly/weekly basis, the PCO will assist the LOC President to create these updates. Any amendments to the budget must be put in writing to the SSIEM Honorary Treasurer for approval. The SAO must be copied into all correspondence.

The surplus accruing from the Symposium, following discharge of all expenses, should be forwarded to the Society in Euro by the end of the calendar year that the symposium took place. The SSIEM will supply all advance funds (Loan) if needed for initial administrative costs and advance bookings. This loan must be repaid in full before the start of the symposium.

The PCO will be responsible for arranging necessary insurance to protect delegates while at the meeting (some of this may be in place from the venue already) and the SSIEM from financial loss e.g. cancellation. The SSIEM will register for VAT in any European country (Sterling or Euro Currency) in which the Symposium is going to be held. The SAO will help to ensure the clarification of all VAT-related issues together with the Society’s tax representatives regarding the Symposium prior to any commercial activity, i.e. prior to signing the rental contract with the venue.

The delegate registration fees will include the national VAT (if no national exemption). Delegate registration fees will be invoiced and sent by the PCO using the SSIEM address and SSIEM registered VAT number for the country of the Symposium. All delegate invoices should be copied to the SAO weekly by the PCO.

VAT returns for the country of the Symposium will be completed by the PCO and/or Society’s tax representatives and all related invoices and VAT returns will be sent to the SAO no later than 1 week after submission. All invoices to be paid should be made out to the SSIEM address with the SSIEM VAT number for the country of the Symposium unless the VAT rules of the country the Symposium is held in state differently. All invoices should be in English if possible and given a budget code by the PCO and sent to the SAO and SSIEM Honorary Treasurer for approval to be paid.

Sponsorship invoices will be sent by the CLO with the SSIEM address and GB VAT number. 

If any invoice to be paid has the SSIEM GB VAT number, it MUST be paid by the SAO in the UK and not the PCO or a credit note issued, and a new invoice raised with the SSIEM VAT number for the country of the Symposium.

Speaker’s expenses that will be above the Euro 750.00* limit for European travel and the limit of Euro 1,500.00* for long haul travel (over 3,000 kilometers) should be discussed with the SSIEM Honorary Treasurer before agreeing this with the speaker to see if the additional amount can be paid.

*(Including VAT and any Taxes)

The PCO and LOC Finance committee will be responsible for ensuring the audited accounts are given to the SAO within 3 months of the end of the meeting, preferably in advance of the November/December Council Meeting.

[bookmark: _Toc200106983][bookmark: _Toc223646423]Registration fees
Registration fees have remained similar over the last few years; Council is much in favor of not increasing them significantly in the future in order to attract higher attendance (especially from the membership) to the Symposium. To qualify for the reduced membership rate, individuals will need to have paid their membership fees for both the previous year, and the current year of the registration for the symposium. This will allow members to benefit from the large difference between the SSIEM symposium standard member registration fee of €250.00 and non-member fee of €650.00 (Including VAT).
Income from the registration fees shall be calculated with approximately Euro 800,000.00 (Excluding VAT). SSIEM Members need to have paid their annual membership fee for the year of the Symposium and the previous year~ before submitting registration for the symposium to be eligible for the SSIEM members fee. This must be clearly indicated on the Symposium website.

	Registration fees mentioned are in Euro and (include VAT at the country rate of the Symposium) currently stand at:
	

	SSIEM Members early fee
	250.00

	SSIEM Members late fee
	400.00

	Non-Members early fee
	650.00

	Non-Members late fee
	800.00

	SSIEM Member Students/Trainees early fee
	100.00

	SSIEM Member Students/Trainees late fee
	250.00

	Non-Member Students/Trainees early fee*
	350.00

	Non-Member Students/Trainees late fee*
	500.00

	SSIEM Member Dietitians/Nurses/Patient Group (Charities Employee) early fee
	100.00

	SSIEM Member Dietitians/Nurses/Patient Group (Charities Employee) late fee
	250.00

	Non-Member Dietitians/Nurses/Patient Group (Charities Employee) early fee
	350.00

	Non-Member Dietitians/Nurses/ Patient Group (Charities Employee) late fee
	500.00

	SSIEM Members Single Day Ticket early fee#
	75.00

	SSIEM Members Single Day Ticket late fee#
	155.00

	Non-Members Single Day Ticket early fee#
	200.00

	Non-Members Single Day Ticket late fee#
	300.00



*	Proof of being a Student or Trainee will be requested.
Proof of being a Student or Trainee will be requested. Please note that working doctors with an MD are not eligible and research scientists with a PhD are not eligible for this category.
#	Single day tickets do not allow access to social events. No more than two consecutive single day tickets can be purchased by one delegate.
~	Example Symposium year 2026 – SSIEM Members must have paid a 2025 & 2026 SSIEM membership fee.

	Group Registration fees for 10 or more delegates must go via the PCO:
	

	Group Registration early fee per delegate
	550.00

	Group Registration late fee per delegate
	700.00


(Group registrations – Same price regardless of being a SSIEM member or not).



Registration fee includes:
[bookmark: _Hlk112666314]Full delegate (SSIEM Members, SSIEM Member Dietitians/Nurses/Patient Group (Charities Employee), SSIEM Member Students & Trainees, Non-Members, Non-Members Dietitians/Nurses/Patient Group (Charities Employee) and Non-Member Students & Trainees):
· Admission to all oral and poster sessions and exhibition areas
· Scientific programme and Symposium bag
· Access to the online abstract book
· Coffee, tea and lunch during Symposium breaks
· Welcome Reception
· Networking Evening and Social Programme are to be paid for additionally (extra small fee). Please note this fee is essential for the regulations with the sponsors.

Single day ticket:
· Admission to all oral and poster sessions and exhibition areas
· Scientific programme and Symposium bag
· Access to the online abstract book
· Coffee, tea and lunch during the Symposium breaks of the day of the ticket

	Exhibitor Registration fees organised via the CLO and PCO:
	

	Full Exhibitor Registration fee included within sponsorship packages (same entitlement as Full Delegates)
	0.00

	Exhibitor only Registration fee included within sponsorship packages
	0.00

	Exhibitor only Registration fee
	250.00



Exhibitor Only Registration:
· Admission to the exhibition area
· Admission to industry symposia
· Coffee, tea and lunch during Symposium breaks
· Welcome Reception
· Networking Evening and social Programme are to be paid for additionally.

[bookmark: _Toc200106984][bookmark: _Toc223646424]Symposium Badges

Delegate badges to include first name, last name, city & country.
Exhibitor badges to include first name, last name, and company name.
Speaker badges to include first name, last name, city & country.

[bookmark: _Toc200106985][bookmark: _Toc223646425]Participants – Delegates` Profile
Delegates to the Symposium consist of individuals that are interested in Inborn Errors of Metabolism (IEM) / Inherited Metabolic Disorders (IMD) and related topics being both SSIEM members and non-members. There are usually approximately 2,500+ delegates attending the Symposium.

SSIEM Members – need to be in good standing with the Society (i.e. need to have paid their annual membership fee at least three months before submitting their registration for the Symposium) and are entitled to pay the appropriate members fee. Details regarding who is a member should be checked with the SAO regularly or all member registrations to be referred to the SAO for confirmation.

[bookmark: _Toc200106986]

[bookmark: _Toc223646426]Invited guests and Reimbursements
SSIEM SYMPOSIA and ICIEM when hosted by SSIEM
[bookmark: _Hlk201068890]Invited speakers at the SSIEM Symposia and ICIEM when hosted by SSIEM shall be reimbursed as below. Please note, the SSIEM is a charity and will only pay for the cheapest route of travel to be taken, this includes economy flights and standard (2nd Class) rail travel. Any changes to the above or the limits given below MUST be approved in writing, in advance of booking, by the SSIEM Honorary Treasurer. The SAO must be copied into all correspondence regarding any changes. All original receipts for expenses are required. Claims are made via the PCO unless otherwise stated.

Invited speakers at Plenary sessions Komrower Lecturer and Archibald Garrod Award Reimbursement
· Travel: up to Euro 750.00* limit for European travel and the limit of Euro 1,500.00* for long haul travel (over 3,000 kilometers)
· Accommodation: single occupancy in the Headquarters hotel for up to 4 nights
· Registration: free registration for 4 days at the Symposia
· Transfer from / to the airport of NAME OF AIRPORT (included in invitation letter 2a)
· Free participation in the Symposium’s social events (included in invitation letter 2a)

Invited speakers in Dietitians Group (DG) and Adult Metabolic Physicians Group (AMPG) Sessions Reimbursement
The following costs will be covered for 5 invited speakers. Any changes to this number MUST be
approved in writing, in advance of inviting them, by the SSIEM Honorary Treasurer.
· Travel: up to Euro 750.00* limit for European travel and the limit of Euro 1,500.00* for long haul travel (over 3,000 kilometers)
· Accommodation: single occupancy in the Headquarters hotel for 4 nights
· Registration: free registration for 4 days at the Symposia
· Transfer from / to the airport of NAME OF AIRPORT
· Free participation in the Symposium’s social events

Invited speakers in ETAC Educational Session Reimbursement
The following costs will be covered for 3 invited speakers. Any changes to the number of speakers
MUST be approved in writing, in advance of inviting them, by the SSIEM Honorary Treasurer.
· Travel: up to Euro 750.00* limit for European travel and the limit of Euro 1,500.00* for long haul travel (over 3,000 kilometers)
· Accommodation: single occupancy in the Headquarters hotel for 4 nights
· Registration: free registration for 4 days at the Symposia
· Transfer from / to the airport of NAME OF AIRPORT (included in invitation letter 2b)
· Free Participation in the Symposium’s social events (included in invitation letter 2b)

Invited speakers in Update Parallel Sessions Reimbursement
The following costs will be covered for 5 invited speakers. Any changes to the number of speakers
MUST be approved in writing, in advance of inviting them, by the SSIEM Honorary Treasurer.
· Travel: up to Euro 750.00* limit for European travel and the limit of Euro 1,500.00* for long haul travel (over 3,000 kilometers)
· Accommodation: single occupancy in the Headquarters hotel for 4 nights
· Registration: free registration for 4 days at the Symposia
· Transfer from / to the airport of NAME OF AIRPORT (included in invitation letter 2b)
· Free Participation in the Symposium’s social events (included in invitation letter 2b)

* (Including VAT and any Taxes)



President SIMD
· Travel: None
· Accommodation: None 
· Registration: Free registration for 4 days of the Symposia

Patient Advocacy Groups (PAG) Session Invited Speakers, Admin representative of PAG and attending Patients.
· Travel: None
· Accommodation: None 
· Registration: Free registration for 1 day of the Symposia for 5 PAG speakers, 1 admin representative per PAG (maximum of 20), no limit to number of patients attending (only room size).

LOC
· Travel: where applicable
· Accommodation: single occupancy in the Headquarters hotel for up to 4 nights
· Registration: Free registration for 4 days of the Symposium
· Free participation in the Symposium’s social events

Last and next year’s Symposium Presidents
· Travel: All travel to and from the meeting claimed via SSIEM Expenses Form available from the SAO
· Accommodation: single occupancy in the Headquarters hotel for up to 5 nights when a Council Meeting is scheduled for the preceding Monday
· Registration: Free registration for 4 days of the Symposia
· Transfer from / to the airport of NAME OF AIRPORT
· Free participation in the Symposium’s social events

SSIEM Honorary Council Officers (Chair, Secretary & Treasurer), SSIEM General Council Members, Chair of ETAC, SAO
· Travel: All travel to and from the meeting claimed via SSIEM Expenses Form available from the SAO
· Accommodation: single occupancy in the Headquarters hotel for up to 5 nights when a Council Meeting is scheduled for the preceding Monday
· Registration: Free registration for 4 days of the Symposia
· Transfer from / to the airport of NAME OF AIRPORT
· Free participation in the Symposium’s social events

Senior JIMD Editor-in-Chief
· Travel: All travel to and from the meeting claimed via SSIEM Expenses Form available from the SAO
· Accommodation: single occupancy in the Headquarters hotel for up to 5 nights when a Council Meeting is scheduled for the preceding Monday
· Registration: Free registration for 4 days of the Symposia
· Transfer from / to the airport of NAME OF AIRPORT
· Free participation in the Symposium’s social events



JIMD Editor-in-Chief, JIMD Managing Editor, JIMD Editors, JIMD Social Media Editor
· Travel: Travel to and from the meeting claimed via SSIEM Expenses Form available from the SAO
· Accommodation: single occupancy in the Headquarters hotel for up to 4 nights
· Registration: Free registration for 4 days of the Symposia
· Transfer from / to the airport of NAME OF AIRPORT
· Free participation in the Symposium’s social events


SSIEM Symposium & ICIEM Symposium when hosted by SSIEM

	Invited guests and expenses Funded by Symposium Budget
(Appendix 21, Full contact details available from the SAO)

	Position
	No. people
	Accommodation (no. nights) ^
	Registration
	Travel*

	SIMD President
	1
	No
	Full
	No

	Komrower Lecturer
	1
	4 nights
	Full
	Yes

	Archibald Garrod Award
	1
	4 nights
	Full
	Yes

	Invited Speakers plenary sessions
	27
	4 nights
	Full
	Yes

	Invited Speakers update parallel sessions
	6
	4 nights
	Full
	Yes

	Invited Speakers AMPG Session (up to)
	5
	4 nights
	Full
	Yes

	Invited Speakers DG Session (up to)
	5
	4 nights
	Full
	Yes

	Invited Speakers ETAC Educational Session (up to)
	3
	4 nights
	Full
	Yes

	Invited Speakers PAG session (up to)
	5
	No
	1 Day 
	No

	PAG session 1 Admin representative per PAG
	20 (Maximum)
	No
	1 Day
	No

	PAG session – Patient attending
	No limit (only room size)
	No
	1 Day
	No

	Local Organizing Committee
	6 to maximum of 10
	4 nights
	Full
	Yes

	Last and next year’s SSIEM Symposium Presidents **#
	2
	up to 5 when Council Meeting taking place
	Full
	Yes

	SSIEM Honorary Chair **#
	1
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	SSIEM Honorary Secretary **#
	1
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	SSIEM Honorary Treasurer **#
	1
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	SSIEM General Council Members **#
	8
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	Chair of ETAC **#
	1
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	Corporate Liaison Officer ~
	1
	Up to 6 nights
	Full
	Yes +

	SSIEM Administrators ~
	3
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	Senior Editor-in-Chief JIMD**#
	1
	up to 5 nights when Council Meeting taking place
	Full
	Yes +

	JIMD Editor-in-Chief, JIMD Managing Editor, JIMD Editors (3), Social Media Editor #
	6
	4 nights
	Full
	Yes +

	Invited AMPG, DG, ETAC & JIMD to attend SSIEM Council Meeting & Dinner
	4
	1 night
	No
	No


NB: see rules on pages 16,17 & 18


* NB: Please note, the SSIEM is a charity and will only pay for the cheapest route of travel to be taken this includes economy flights and standard (2nd Class) rail travel 
** NB: MUST attend Council meeting, the C&AC meeting & AGM
~ NB: Must attend Council meeting and invited to AGM as non-voting guests
# NB: Must attend AGM
^ The Hotel Rooms should be the same standard for all listed
+ Travel expenses will be paid by the SSIEM & SAO

Any changes to the above MUST be approved in advance in writing by the SSIEM Honorary Treasurer. The SAO should be copied into all correspondence.

Symposium’s Presidents invited to the symposia in the years pre and post their symposium. This excludes ICIEM unless hosted by the SSIEM.

It is important to note that the society deems being a chair of a session as an honour and no additional funding is attached to the role.


[bookmark: _Toc200106987][bookmark: _Toc223646427]Scientific Programme
The Scientific Programme should follow the traditional SSIEM Symposium format as outlined in Appendix 3. The content of the parallel sessions will be chosen by the ASC from the submitted abstracts. The Committee will meet at the host venue.

The LOC is responsible for inviting:
· the speakers to the plenary sessions. Invitation letters are sent by the Chair of the LOC. It is important that the letter template provided in appendix 2a is used.
· the speakers of update lectures in the parallel sessions. The letter template provided in appendix 2b should be used to invite the speakers of update lectures in the parallel sessions.
· Chairpersons of plenary and parallel sessions. Chairpersons should be selected from local and international experts in the field - no expenses are paid. The LOC should consider inviting those experts involved in the abstract selection procedure to co-chair the relevant parallel session. Chairpersons should be provided with brief guidelines on chairing sessions (Appendices 6a & 6b).

The current Chairs of the Adult Metabolic Physicians Group (AMPG) and Dietitians Group (DG) are responsible for inviting the invited speakers in AMPG and DG sessions – no expenses are paid for these chairpersons. Expenses are to be covered within the Symposium budget for a maximum of 5 invited speakers in the AMPG and DG.

The current Chair of the SSIEM Education and Training Advisory Committee is responsible for inviting speakers for this session. Expenses are to be covered within the symposium budget for a maximum of 3 invited speakers.

The Patient Advocacy Groups (PAG) session will be organised by a committee to include LOC members together with local and international PAGs together with representatives from EURORDIS - Rare Diseases Europe / The European Rare Diseases Research Alliance (ERDERA). This is a free of charge session- see page 19 for numbers.

The JIMD Editorial Team is responsible for coordinating the timeline for submissions of papers to the journal and will send repeat invitation / reminders to the invited speakers.

The Symposium President is invited to be the guest editor of the Symposium special issue for the JIMD and is involved in the review process and putting together of this issue together with the JIMD managing editor.

Council is responsible for inviting the Komrower Lecturer but will seek the opinion of the LOC. A subcommittee, nominated by the Senior Editor-in-Chief of the JIMD, will select the recipient of the Archibald Garrod Award; this nomination will be approved by Council.



[bookmark: _Toc200106988][bookmark: _Toc223646428]Abstracts and oral presentations – Abstract Submission
The presenter is responsible for compliance with data protection, copyrights, ethical regulations and laws. The abstract should be novel. It is acceptable to submit abstracts related to information already reported at another conference or in a journal provided that new information will also be presented. The authors should declare this during submission and make clear the new information that will be presented.

The SSIEM does not accept abstracts where the presenting author and co-authors are all from industry. Abstracts must not be used to promote specific drugs, instruments etc. In cases where there is collaboration between companies and researchers from non-profit organizations, the work might be suitable for an abstract. Such an abstract will undergo standard selection procedures provided that conflicts of interests are clearly stated in detail. If the abstract is selected for an oral or poster presentation the presentation must be submitted and given by the collaborating researcher that is not employed by the company (Appendices 7a & 7b).

Abstracts (approximately 1,000) are submitted via an online system through the SSIEM Symposium website. This facility should open during the second week of February and close by the end of April. The time of closure must be clearly indicated, preferably on a Monday at midnight CET (Appendix 8).

Abstract submission via the website is managed by the PCO. The abstracts are submitted under a number of categories. All abstracts must include a declaration of conflict of interest for each named author. The declaration should include potential conflicts of personal interest, professional interest, interests arising out of other positions, business (financial or economic) interests, any other reason. A brief outline of the nature of the conflict should also be provided.

The abstract should be novel. It is acceptable to submit abstracts related to information already reported at another conference or in a journal provided that new information will also be presented. The authors should declare this during submission as to where and when and make clear the new information that will be presented.

As mentioned earlier the Abstract Selection Committee (ASC) will categorize abstracts to oral presentations and nominate the parallel sessions, whilst also categorizing abstracts to poster and e-poster only presentations. The ASC must be able to see the conflict of interest statements for all abstracts. The LOC, together with the PCO, must then inform the authors of the decision using the template letters (Appendices 9a, 9b, 9c, 9d & 9e). The letters will give the authors full details of their allocated session and time for presentation and questions. Selected oral presentations and poster abstracts/e-posters are indexed by the abstract handling team in collaboration with the LOC/PCO. These must then be forwarded to Wiley for inclusion into the JIMD. Abstracts selected for oral and regular poster presentations will be published in full. Conflict of interest statements must be included in the published version. Only the titles and authors of abstracts accepted as e-posters will be included in the JIMD. Conflict of interest statements must be included in the published version.

Abstracts of accepted oral presentations and regular posters will be published as open access, citable abstracts at least 1 week before the SSIEM meeting in a special on-line supplemental issue of the JIMD. Also see page 8 ASC.

Each parallel session in the Symposium will be chaired by two individuals, preferably the ‘expert’ involved in the selection of the abstracts for the relevant parallel session and one nominated from the LOC. The selection of the chairpersons should be based on an international basis.

[bookmark: _Toc200106989][bookmark: _Toc223646429]Conflict of Interest Statement
The LOC is responsible for informing all presenters, irrespective of whether they are presenting an oral or poster, that they must include a statement outlining any conflict of interest. This must be either on the opening or second slide or as a statement on the bottom of the poster (template Conflict of Interest Form - Appendix 10).

[bookmark: _Toc200106990][bookmark: _Toc223646430]Late Breaking News (LBN)
Abstracts for the LBN session may be accepted by the LOC up until the 31st July. These are submitted by e-mail and not the Symposium website. The e-mail address for this is created by the PCO. These must then be circulated by the abstract handling team to members of the ASC for selection of up to 4 abstracts to be included within the LBN session. The LOC, together with the PCO, must then inform the authors of the decision using the template letters (Appendices 11a & 11b).
If insufficient abstracts of original high quality are received, then the best submitted abstracts (e.g. graded higher than 5.5) for oral presentations may be included within this LBN session. See paragraph under abstract selection meeting.

[bookmark: _Toc200106991][bookmark: _Toc223646431]CME (Continuing Medical Education) Accreditation
Symposium Accreditation:
Once the Scientific programme has been approved by Council, the LOC/PCO must complete the online application for CME through the European Accreditation Council for Continuing Medical Education (EACCME) Institution of the European Union of Medical Specialists (UEMS). This needs to be requested at least 6 months in advance of the event (see http://www.eaccme.eu/registerevent.php). It is essential that sponsors are NOT listed in the scientific program (http://www.eaccme.eu/registerevent.php). The cost of the CME application (approximately Euro 2,500.00 Two thousand five hundred Euro) must be included within the expenditure of the Symposium. Once obtained, CME approval should be recorded on the Symposium Website and on the certificates of attendance issued to each delegate. Delegates will need to fill in an evaluation form online (managed by the PCO) at the end of the Symposium in order to receive both their certificate of attendance as well as CME points (Appendix 12).

On the basis of UEMS-EACCME® accreditation, the approval from the National Accreditation Authority (NAA) of the country where the event takes place will be recognised in all the other European countries. Consequently, the added value rests in the international dimension that is given to an event. 

CME accreditation granted by the UEMS-EACCME® also provides a guarantee to participants from all over the world that the content of the CME provided is of a high quality, unbiased and didactic and, for European doctors, that this quality will be recognised in their home country. Since the UEMS- EACCME® is an institution of the UEMS which formally represents European countries, its credits are recognised by National Accreditation Authorities in Europe. As UEMS-EACCME® accreditation concerns only EU-wide and international CME-CPD activities, it is not competitive but rather complementary to the competence and activities of National Accreditation Authorities.

[bookmark: _Toc200106992][bookmark: _Toc223646432]SSIEM Annual General Meeting (AGM), Committees & Working Groups plus Affiliate meetings
The SSIEM Council, Journal, Academy & Working Groups will hold meetings as below. Several affiliate groups associated with the SSIEM may also request to organise associated meetings or scientific meetings (Appendix 20, Full contact details available from the SAO):

SSIEM AGM, Committees & Working Groups
· SSIEM Council Meeting: For Council members & Invited Guests only on Monday afternoon at 16.00-18.00 preceded by the SSIEM Honorary Officers meeting at 14.00.
· SSIEM Council & Advisory Council (C&AC) Meeting held before the SSIEM AGM on Wednesday Lunch. Meeting duration: 30-45 Minutes
· SSIEM AGM: SSIEM Members only on Wednesday Lunch after the C&AC meeting. Meeting duration: 60-75 Minutes (In collaboration with the SAO for the C&CA and AGM, Members MUST sign a register of attendance [this is a UK legal requirement])
· JIMD & JIMD Reports Editorial Meeting Thursday lunch time. Meeting duration: 90 Minutes
· SSIEM Education and Training Advisory Committee (ETAC) ETAC Educational session Meeting
· SSIEM Dietitians Group (DG). Traditionally there is a nutrition and dietary workshop, held on the Tuesday morning and organised by the DG and LOC. Furthermore, it is customary to have a dietetics parallel session held on Wednesday morning as part of the main scientific program. Presentations for this parallel session are selected from the submitted abstracts by the ASC and therefore the session depends on the quality of submitted Abstracts.
· The DG also holds an open meeting, Academy Review, on Monday PM and a closed meeting, SSIEM members only, on Wednesday PM.
· SSIEM Adult Metabolic Physicians Group (AMPG). Traditionally there is an AMPG meeting, held on the Tuesday morning and organised by the AMPG and LOC.
· The AMPG also holds a business meeting for SSIEM members only on the Tuesday.

Affiliate meetings:
Affiliate meetings need to be brought to the attention of the SSIEM Symposium Chair by the end of February at the latest. The LOC President will then inform Council during the March Council meeting about the planned meetings and seek Council´s confirmation. Council will also decide if costs incurred shall be covered by the symposium budget or be passed to the organisers of the affiliate meetings. The LOC will work with the PCO and CLO to allocate rooms, costs etc.

These include:
Group A
Included on the Symposium website and advertised only.
· INFORM - held before the start of the symposium on the Sunday & Monday usually in a separate venue.

Group B
Included on the Symposium website and venues offered free of charge for a maximum of one day to Group B Affiliate meetings but nothing additional.
· ERNDIM - traditionally they hold a workshop or workshops on Tuesday morning before SSIEM begins
· MetabERN meetings - held on Monday before the start of the symposium
· GalNet – held on Tuesday morning before SSIEM begins 
· EHOD - held on Monday before the start of the symposium
· ICIEM (IOC) meeting – held on Wednesday morning
· Newborn Screening (NBS)
· Additional requests to be approved on a case by case basis.

Industry symposia and/or workshops organised outside of the provided slots (Tuesday lunch time, Wednesday morning and evening, Thursday lunch time) are not allowed. Meetings held either before or after the Symposium can be arranged if in line with our mission and vision and should be non-profit meetings (e.g. special interest groups). These will be organized through the CLO. 


[bookmark: _Toc200106993][bookmark: _Toc223646433]ROOM REQUIREMENTS

Plenary Hall	capacity of 2,500 theatre style

Break out Room I	capacity of 1,000 theatre style

Break out Room II	capacity of 500 theatre style

Break out Room III	capacity of 500 theatre style

Several smaller meeting rooms and hospitality suites (for approximately 30 to max 100 people) – preferred seating style: parliament or boardroom style

[bookmark: _Toc200106994][bookmark: _Toc223646434]Symposium programme and function overview
(See Appendix 3)
Sunday:	Arrival of delegates and Council Members (start of exhibition set up)

Monday:	Arrival of delegates
Exhibition set up
Special and joint meetings
Industry sponsored symposium (evening) Registration open (evening)
SSIEM Dietitians Group - Academy review
Pre-Council Meeting with Honorary Officers & SSIEM Staff (approximately 6 people)
Council Meeting (16.00-18.00) (approximately 18 people)
Council Dinner (approximately 20 people) (Appendix 22a)

Tuesday:	Plenary Sessions 
Archibald Garrod Award Lecture (awarded by the JIMD Editor(s) in Chief)
Parallel Sessions (including morning sessions for JIMD Editors 09.00-12.00 (8-12 persons):
ERNDIM Meeting
ETAC Meeting
AMPG Session
AMPG Business Meeting
DG - Nutrition and Dietetic Workshop
JIMD Editorial Board Meeting
Industry sponsored symposia
Registration and Exhibition open
Welcome Reception
JIMD Editors & Academic Editors Dinner (approximately 40 people)



Wednesday:	Industry sponsored Symposia (early morning) prior to main programme
Speed mentoring (early morning)
Plenary Sessions Parallel Sessions
Patient Advocacy Group Session (Or Thursday)
SSIEM C&AC Meeting (lunch time)
SSIEM AGM (lunch time)
DG Meeting
Poster Walk (wine and cheese)
Industry sponsored symposia (evening)
Registration and Exhibition open
LOC President´s Dinner (invited speakers, Council, JIMD Editors, LOC, ISC and guests) (Appendix 22b)

Thursday:	Speed mentoring (early morning) 
Plenary Sessions
Parallel Sessions
Patient Advocacy Group Session (Or Wednesday)
Industry sponsored symposia
JIMD Editors & Academic Editors lunch time meeting (max. 40 people)
Guided Poster Walk
SSIEM networking activities (late afternoon)
Registration and Exhibition open
SSIEM Networking Evening (Symposium Dinner)

Friday:	Plenary Sessions
Parallel Sessions
Late Breaking News Session
Special Awards Ceremony
Industry sponsored symposia 
Komrower Lecture
Next Symposium Presentation
Registration and Exhibition open
Exhibition tear down
Departure
[bookmark: _Toc200106995]
[bookmark: _Toc223646435]Social Programme
The LOC will devise a social programme for delegates and accompanying persons. The programme for delegates should include:

· Tuesday evening	Welcome Reception
· Wednesday evening	Wine and cheese during poster session
· Thursday afternoon	Variety of networking activities (extra fee)
· Thursday evening	Networking Evening (extra fee)


[bookmark: _Toc200106996][bookmark: _Toc223646436]

Accommodation
Accommodation should if possible be convenient to the Symposium venue and should cater for all delegates with a range of price categories made available. Budget accommodation should be available for students. Transport, either public or private, should be available between the hotels and the Symposium venue.

Accommodation costs should be itemised separately from the registration fee. One major hotel should be identified as the Symposium hotel (Headquarters, HQ) at which invited speakers and guests, Council members and SAO should be accommodated. Also 40 rooms should be reserved for the SSIEM Travel scholarship awardees in a hotel. Additionally, the PCO should reserve a block of hotel rooms (approximately 1,000 – depending on the host city) to secure delegates´ accommodation at a reasonable rate (in cities where necessary only).

[bookmark: _Toc200106997][bookmark: _Toc223646437]Logo
The SSIEM logo must be used on all SSIEM promotion material, publications, banners etc. This is available in a variety of formats from the SSIEM´s Administration Office.

[bookmark: _Toc200106998][bookmark: _Toc223646438]Report
The LOC together with the PCO must create a Symposium report to be uploaded to the SSIEM website (members´ area). This should include delegate statistics, an overview of the scientific programme, financial details as well as corporate affairs.

[bookmark: _Toc200106999][bookmark: _Toc223646439][bookmark: _Hlk207826038]Travel Scholarships
The Society awards up to 40 Travel Scholarships and invites applications of up to approximately Euro 750.00* (Seven hundred and fifty Euro) for European candidates, and up to approximately Euro 1,500.00* (One thousand five hundred Euro) for candidates outside Europe, to enable SSIEM members to attend the SSIEM Symposium by covering the travel costs (including costs of visa, if necessary). Successful candidates whose costs exceed this can have their award increased by the SSIEM Treasurer on an individual basis. In addition, the Society will cover the registration fee, the Thursday event dinner and accommodation in a hotel that will be booked for them. All travel scholarship winners will stay in the same hotel for up to four nights. Accommodation and registration will be confirmed by the PCO.

*(Including VAT and any Taxes)

The Travel Scholarship applications are managed by the SSIEM Honorary Treasurer. Applications are considered by a subcommittee set up by Council. The applications are scored and the marks collated. The SAO will inform all the applicants of the outcome of the Travel Scholarships and the SAO will manage the financial arrangements with the SSIEM Honorary Treasurer.

The LOC must make reference to these Travel Scholarships on the Symposium Website, literature, and on Symposium announcements (Appendix 13, 14 & 14a).

The PCO should reserve up to 40 rooms in a hotel near to the Symposium venue to accommodate delegates who receive the Travel Scholarship and will register the Travel Scholarships winners for the Symposium.

[bookmark: _Toc200107000][bookmark: _Toc223646440]

Komrower Lecture
The Council is responsible for inviting the Komrower Lecturer but will seek the opinion of the LOC (Appendix 15a). The Komrower Lecturer is introduced by the SSIEM Honorary Chair. There are no questions after the lecture. Following the presentation, the SSIEM Honorary Chair presents the lecturer with a Certificate and an envelope indicating the value of the monetary award currently Euro 1.000.00 (One thousand Euro), The Komrower Lecturer should receive reimbursement for the cost of attending the meeting as per invited speakers at Plenary sessions.

The LOC is responsible for printing the certificate, (Appendix 15b) and the SAO arranges a bank transfer of the award after the Symposium.

[bookmark: _Toc200107001][bookmark: _Toc223646441]Archibald Garrod Award
A subcommittee, nominated by the Senior Editor-in-Chief of the JIMD, will select the recipient of the Archibald Garrod Award; this nomination will be approved by Council. The Senior Editor-in-Chief introduces the Archibald Garrod Award winner and following the presentation, presents the lecturer with a certificate and an envelope indicating the value of the monetary award currently Euro 1,000 (One thousand Euro), The Archibald Garrod Award winner should receive reimbursement for the cost of attending the meeting as per invited speakers at Plenary sessions.

The LOC/PCO is responsible for printing the certificate (Appendix 16). The SAO arranges a bank transfer of the award after the Symposium.
* The medal is currently organised by Senior Editor-in-Chief of the JIMD.

[bookmark: _Toc200107002][bookmark: _Toc223646442]The SSIEM Late-Breaking News Awards
The SSIEM gives two awards (one for Euro 1,000.00 (One thousand Euro) and the second for Euro 500.00 (Five hundred Euro) for the best two of the four LBN oral presentations. The winners are selected by a committee nominated by the SSIEM Honorary Chair. The ‘Chairperson’ of the judging panel must provide the panel with a scoring system (Appendix 17). The judging panel must submit their scores immediately after the last presentation. The Chairperson of the Committee must collate the scores and give them, along with the appropriate certificates to the SSIEM Honorary Chair, within 5 minutes of the last presentation.

The LOC must prepare four separate certificates for Best LBN presentation and for Second Place LBN presentation (Appendices 18a & 18b), each containing the name of the presenter of each preselected oral presentation and give them to the Chairperson of the SSIEM Award selection panel in advance of the LBN session. The Chairperson chooses the correct certificates to hand out once they have received the scores from the LBN Judging Committee. The SAO arranges a bank transfer of the awards after the Symposium.

[bookmark: _Toc200107003][bookmark: _Toc223646443]Poster Awards
The SSIEM gives two awards (one for Euro 500.00 (Five Hundred Euro) and the second for Euro 250.00 (Two hundred and Fifty Euro) for the best two poster presentations. The winners are selected by a committee nominated by the SSIEM Honorary Chair. The ‘Chairperson’ of the judging panel must provide the panel with a scoring system (Appendix 19). The judging panel must submit their scores immediately after the poster round. The Chairperson of the Committee must collate the scores and give them, along with the appropriate certificates to the SSIEM Honorary Chair (Appendices 19a & 19b).

The LOC must prepare the certificates for poster awards presentation for first & second place, each containing the name of the presenter etc. and give them to the Chairperson of the SSIEM Award judging panel in advance of the Awards session. The SAO arranges a bank transfer of the awards after the Symposium.

[bookmark: _Toc200107004][bookmark: _Toc223646444]Book of Abstracts
Abstracts of accepted oral presentations and regular posters will be published as open access, citable abstracts at least 1 week before the SSIEM meeting in a special supplemental on-line issue of the JIMD.

[bookmark: _Toc200107005][bookmark: _Toc223646445]Corporate Partners
Pharmaceutical companies, as well as medical tech enterprises, can support the Symposium financially; either through booking a stand in the commercial exhibition or through booking an industry sponsored symposium (which should not overlap with any other scientific content / session) or one of the offered sponsorships. A template of the exhibitors´ prospectus is available from the CLO. The exhibitor prospectus needs to be approved by the Council prior to being sent out to industry. Sponsored Symposia should not overlap with, or in any way hinder, the scientific sessions. Poster areas and the floor space of commercial exhibition shall be clearly separated.

Of note, the supporting companies may ask for formal approval of the SSIEM Symposium through a pharmaceutical (e.g. EFPIA – European Federation of Pharmaceuticals Industries and Associations, www.efpia.eu) or technical (e.g. EthicalMedTech; www.ethicalmedtech.eu) platform. All of these are dedicated to ethics and compliance in the field of scientific meetings including industry support. The CLO will be ready to assist the LOC in these application processes, if necessary.

The draft budget (net of VAT) will include income (approximately Euro 1,000,000.00) generated from industry sponsorship. 

Required space for the trade exhibition is approximately 600 square meters. Exhibition areas will be allocated together with the coffee breaks and lunch / catering areas as well as with the scientific poster exhibition (approximately 800 posters).
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