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PREAMBLE
 



Please complete this document to the best of your ability. The ASPA Conference Committee does not expect all boxes to be fully completed, nor do we expect long answers. ASPA aims to promote conferences that are low cost to delegates, to ensure accessibility for early career professionals and those who may not have access to conference funding through their organisation. 

	 
HOST ORGANISATIONS/COORDINATION
 

	1. Who will be the responsible host organisation? Please list the lead and any other planned or confirmed collaborative partners.  

	Primary Host Organisation 

	Organisation Name 
	 

	Contact names 
Email 
Phone 

	 


 
	2. Please indicate the possible dates during November when the conference will be held. 

	Year
	Indicate the preferred dates for the 3-day conference 

	2026 
	 



	3. Please specify the members you would plan to be on the Local Organising Committee with a short description of their expertise. 

	
	Name
	Expertise

	1
	
	

	2
	
	

	3
	
	

	Add lines as necessary.


	4. Please summarise any prior experience your team has in organising and hosting national or international conferences on physical activity or related scientific areas.


	





	
VENUE AND LOGISTICS


	1. Please provide details on 2-3 potential conference venues. The conference venues should be big enough to hold approx. 300 delegates. Ideally, the venues should include parallel session rooms; poster display areas; exhibition space; registration space; meeting rooms; speaker-ready room; and facilities for recording or streaming at least the keynote sessions. 

	[bookmark: _Hlk27399223]Venue 1
	Cost for 3 days
	Comments

	Name:



Address:



	
	

	Venue 2
	Cost for 3 days
	Comments

	Name:



Address:



	
	

	Venue 3
	Cost for 3 days
	Comments

	Name:


Address:



	
	



	2. Please describe any plans for providing facilities for national and international media coverage.  

	



	3. Please outline what provision there is for pre- or post-congress workshops or events, hosted either at the congress venue or at other venues locally.  

	







	
TRAVEL AND ACCOMMODATION


	1. Please describe what accommodation would be available at or close to the venue. 

	


	2. Please explain what travel options, including active travel and public transport, are available to delegates who may not stay within walking distance to the congress venue.

	


	3. Please describe the availability and convenience of the international airport and ground transportation to the host city. Comment on whether the airport is well served by major airlines from different regions and whether any internal flights are required (and if so, the frequency, price, and convenience of these).

	



	
PROGRAM AND EVENTS


	1.  Within the broad field of physical activity, please identity 2-3 potential 
themes for the conference. Please note, the final themes will be agreed through discussion with the ASPA Executive Committee.

	

	2. Please explain your plans for
a. An opening reception 
b. A congress dinner/party 
c. Physical activity advocacy activities (e.g., launching of policy documents)
d. Other social and/or cultural events 
e. Physical activity opportunities

	




	
FUNDING


	1. Please list any agencies that have agreed to financially support the Congress (attach letter of confirmation if available). If any agencies are from the private sector, please outline the main industry/ products they are responsible for.

	


	2. Please list any potential sponsors for the event that you have identified and an indication of the level (amount) of sponsorship that would be likely from each source.

	



	3. Please insert a draft budget for the event, indicating major cost elements and 
projected revenues. Please refer to the Guidelines for Hosting the ASPA congress (above) when preparing the budget forecast. Some example items are included in the draft budget. 

	



	
DRAFT BUDGET


	FIXED COSTS
	 
	 
	 
	 

	Administration costs
	Unit cost
	Currency
	Quantity
	Total Amount (AUD$)

	Transaction fees
	
	
	
	 

	Bank Fees
	
	
	
	 

	Total Administration Costs
	
	
	
	 

	 
	 
	 
	 
	 

	Printing & Promotion
	Unit cost
	Currency
	Quantity
	Total Amount (AUD$)

	 Program printing 
	
	
	
	 

	 
	
	
	
	 

	Total Printing & Promotion Costs
	
	
	
	 

	 
	 
	 
	 
	 

	Programme Costs
	Unit cost
	Currency
	Quantity
	Total Amount (AUD$)

	Keynote flights and accommodation
	
	
	
	 

	Indigenous welcome costs
	
	
	
	 

	Abstract submission database
	
	
	
	 

	Total Programme Costs
	
	
	
	 

	 
	 
	 
	 
	 

	Venue & Associated Costs
	Unit cost
	Currency
	Quantity
	Total Amount (AUD$)

	Venue hire
	
	
	
	 

	Audiovisual
	
	
	
	

	Poster boards
	
	
	
	 

	Total Venue & Associated Costs
	
	
	
	 

	 
	 
	 
	 
	 

	TOTAL FIXED COSTS
	 
	 
	 
	 

	 
	 
	 
	 
	 

	VARIABLE COSTS
	 
	 
	 
	 

	Attendee Costs
	Unit cost
	Currency
	Quantity
	Total Amount (AUD$)

	Name Badges/Lanyards
	
	
	
	 

	Welcome Function Food & Beverage
	
	
	
	 

	Catering - Lunches (3 days)
	
	
	
	 

	Catering –Tea Breaks (3 days)
	
	
	
	 

	Total Per-Person Attendee Costs
	
	
	
	 

	 
	 
	 
	 
	 

	TOTAL VARIABLE COSTS
	 
	 
	 
	 

	 
	 
	 
	 
	 

	TOTAL EXPENSES
	 
	 
	 
	 

	


	
	
	
	


	
HOST COUNTRY


	1. Are there any cultural or religious considerations and customs which would be important for the host and attending delegates to take into consideration?

	

	2. Is access to the proposed host country and the availability of visas adequate for all participants wishing to attend the ASPA Conference? Also, please indicate current visa charges for travelling to your country. 

	




	
ENVIRONMENTAL RESPONSIBILITY AND COMMITMENTS


	Please describe your plans to facilitate any of the following principles:
1. Hybrid conference format
2. Carbon Footprint Assessment
3. Emissions Reduction (i.e., measures to reduce emissions, such as using energy-efficient facilities, promoting public transportation, and minimizing waste generation)
4. Renewable Energy
5. Carbon Offset Programs
6. Sustainable Practices (i.e., encourage sustainable practices during the Congress, such as minimizing single-use plastics, recycling, and providing vegetarian and vegan meal options to reduce the environmental impact of food consumption)
7. Engagement and Awareness (i.e., promote awareness among delegates and partners about the environmental initiatives and encourage their participation in reducing the Congress’ carbon footprint)

	







THANK YOU FOR YOUR INTEREST IN HOSTING THE ASPA CONFERENCE

PLEASE SUBMIT YOUR EOI to:
admin@aspactivity.org
by 30th April 2025
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