
1 
 

HTAi Annual Meeting – Roles and Responsibilities (Status April 2024) 

1) General HTAi Annual Meeting Roles & Responsibilities .................................................................... 1 

2) HTAi Annual Meeting – Specified Roles & Responsibilities ............................................................... 4 

a. HTAi Secretariat ................................................................................................................................. 4 

b. Host Organization(s)........................................................................................................................... 4 

c. PCO ..................................................................................................................................................... 5 

d. Regional Engagement Committee (REC) ............................................................................................ 5 

e. International Scientific Program Committee (ISPC) ........................................................................... 7 

1) General HTAi Annual Meeting Roles & Responsibilities 
The following structure outlines the roles and responsibilities assigned to the different committees and 
entities involved in the Annual Meeting planning, organizing and execution process. While the standardized 
roles and responsibilities outlined in section a. – h. stay the same in consecutive years, additional 
responsibilities and tasks might be taken over by the Secretariat, the host organization(s) and/or the PCO 
depending on the country/city the meeting is held in, considering any local requirements and policies, the 
external experience, expertise and local knowledge required as well as the capacities and capabilities 
available to support the delivery of a successful meeting. As the project lead, it is the Secretariat’s 
responsibility to identify the HTAi external support requirements and lead the discussion on how to allocate 
them. 
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a. HTAi Board of Directors 
• Provides overall strategic direction and oversight to all committees and the Secretariat 
• Responsible for financial stewardship, approval of budgets and scrutiny of financial reports 
• Identification of emerging major topics and trends in HTA 
• Strategic direction for Expressions of Interest 
• Final decisions on Annual Meeting host(s) and locations 
• Ratification of the ISPC co-chairs and approval of ISPC membership 
• Ratification of the REC co-chairs and approval of REC membership 

 
b. HTAi Executive Committee 

• All final decisions on the following matters are presented to the HTAi Executive Committee and 
may be escalated to the Board for final approval: contracting, final decisions on vendor selection, 
social programming, meeting Program structure or content and approval of the conference budget 
(together with the Board of Directors). 

 
c. HTAi Annual Meeting Committee 

• Focused primarily on long-term strategic direction and quality improvement for 
Annual Meeting organization 

• Providing recommendations to the Board of Directors on Annual Meeting host(s) 
• Development and periodic review of Annual Meeting Guidelines 
• Regular review of criteria for the submission and review of abstracts 
• Providing support for policy questions arising during meeting planning 

(abstract management, Travel Grants, Expressions of Interest, etc.) 
• Consulting with the Secretariat on major vendor contracts that impact multiple Annual Meetings 
• Overseeing evaluation of each Annual Meeting and reporting results to the Board 
• Providing ongoing advice to the Board on emerging issues and trends. 

 
d. HTAi Secretariat – Annual Meeting Team 

• Leads overall Project Management and Support 
• Leads all financial and logistical planning 
• Leads budget development & maintenance 
• Leads reporting to Executive Committee & Board of Directors 
• Leads contract & vendor management 
• Leads overall program management 
• Coordinates planning committees (REC and ISPC) 
• Leads meeting promotion (communication and marketing activities) 
• Leads sponsorship development 

 
e. PCO 

Where appropriate, the Secretariat will contract some functions to a PCO to take 
advantage of external experience, expertise, language skills and infrastructure, in 
case functions in question pose unrealistic staffing demand. 
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f. Host Organization(s) 
• Nominates ISPC and REC co-chairs and membership 
• Provides national and regional HTA perspective and input 
• Engagement of national and regional stakeholders (for content and submissions, 

registration, support, …) 
• Develop local partnerships for support 
• Support national and regional promotion activities 
• Support and provide input into delegate experience: regional/local cultural 

experience, valuable (insider) information on etiquette (local customs, traditions, …), 
accessibility, transport, things to do (tours, activities, …),etc. 

• Advises on venue and local vendor selection 
 

g. HTAi Regional Engagement Committee (REC) 
The Regional Engagement Committee (REC) is formed to provide regional support to ensure the success 
of the HTAi Annual Meeting in the host country. The committee advises and supports the International 
Scientific Program Committee (ISPC) in the delivery of all scientific program aspects of the Annual 
Meeting with a focus on engaging individuals and organizations from the host regions.  
• Support cross-committee exchange from a national and regional perspective  
• Engagement of national and regional stakeholders (submissions, attendance, [financial] support) 
• Develop local and regional partnerships for support 
• Support national and regional promotions 

 
h. HTAi International Scientific Program Committee (ISPC) 

Responsible for the overall development of the conference Scientific Program, including: 
• Development of main theme and plenary sessions 
• Oversight of panel, workshop, oral, vignette, poster and symposia sessions, 
• Call for submissions 
• Abstract review and selection 
• Development of special sessions 
• Thematic grouping of conference content, and overall scientific program structure 
• Call and selection of abstract reviewers 
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2) Specified Roles & Responsibilities 

a. HTAi Secretariat 
• Overall responsibility for the planning and delivery of the HTAi Annual Meeting. 
• Overall responsibility for escalation and discussions with the Annual Meeting 

Committee, HTAi Executive Committee and Board. 
• Responsible for all financial matters, including the processing and commissioning of 

contracts and invoices and has final approval on all financial commitments and budget 
decisions. 

• Acts as the central clearinghouse for all planning activities and will organize all 
necessary virtual and face-to-face meetings. 

• Overall responsibility for selecting, commissioning and controlling global as well as 
local suppliers and partners (e.g., EventsAir (Conference Content Management 
System), Professional Conference Organizer (PCO), Audio/Visual suppliers, etc.) 

• Controls, runs and maintains the Conference content management system (e.g. 
Abstracts submission/review, Program, Registration) 

• Manages Sponsors and Exhibitor relationships and agreements 
• Supports, attends and works closely with both planning committees 
• Responsible for the creation and the dissemination of communications/promotional 

information for the HTAi Annual Meeting. 
 

b. Host Organization(s) 
Form and lead a Local Planning Group consisting of representatives from the Local Host 
Organization(s) and the HTAi Secretariat to ensure a frequent exchange of relevant 
information. The REC and ISPC co-chairs can be invited as observers if needed. 

 
• Nominates ISPC and REC co-chairs and membership 
• Assigns a representative to co-chair the International Scientific Program Committee (ISPC) and the 

Regional Engagement Committee (REC). 
• Supports the HTAi Secretariat and the ISPC chairs in developing the Scientific Program. 
• Support the development and actively disseminates HTAi Annual Meeting communications and 

promotional material through appropriate communication channels and networks (e.g. website, 
newsletters and alerts, social media, etc.) 

• Supports the HTAi Secretariat as the local contact for PCO, Convention Bureau, hotel, and 
additional meeting areas (if needed). 

• Supports the planning and delivery of the Welcome Reception, Gala Dinner, Opening Ceremony 
and Closing Ceremony and Reception for Special Guests. Ensuring that ceremonies are sensitive to 
and reflect local cultures and traditions. 

• Advises in venue and local vendor selection. 
• Assists with on-site logistic support as directed by the HTAi Secretariat. 
• If possible, provides assistance in identifying potential supporters for in-kind contributions or 

sponsorship opportunities. 
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c. PCO 
Responsible for (some) locally supported tasks. PCO tasks are assigned in consultation with Local Hosts 
by the Secretariat, based on expertise and resources available. 

 
d. Regional Engagement Committee (REC) 

 
d.1. Secretariat’s roles, responsibilities and support for REC co-chairs and REC meetings: 

• Develop REC meeting agenda with co-chairs 
• Scheduling meetings, sending out invitations 
• Preparation and sending out committee membership invitations, documents and forms 
• Preparation of meeting package & presentation, sending out to REC membership 
• Preparation of meeting minutes, sending out to REC membership 
• Provides input and details during REC meetings 
• Provides updates on overall planning progress 
• Reporting REC recommendations to Executive Committee & Board of Directors 
• Intermediary between International Scientific Program Committee (ISPC) and REC 
• Intermediary between Annual Meeting Committee (AMC) and REC 
• Prepares monthly/bi-monthly status report 

 
d.2. Host organization roles & responsibilities: 

• Provide input to all committee discussions and tasks 

 
d.3. REC co-chairs roles & responsibilities: 

• Develop REC meeting agenda together with Secretariat (REC co-chair update meetings) 
• Identify which items are for information, discussion or recommendation 
• Chair and lead the REC meetings and all agenda items, call upon the Secretariat and committee 

members for input/detailed explanations 
• Have meeting agenda and minutes from the last meeting approved by membership 
• Check attendance at the beginning of each meeting 
• Check for Conflicts of Interest on agenda items 
• Ensure decisions and action items are “recorded” and who is going to implement or work on them 
• Review and approve meeting minutes to be shared with membership 

 
d.4. REC committee members – Key Responsibilities & Tasks: 
Formed to provide regional support to ensure the success of the HTAi Annual Meeting in the host 
country. 

• Supporting cross-committee exchange from a national and regional perspective: 
o advising the International Scientific Program Committee (ISPC) on emerging national/regional 

major topics and trends in HTA 
o providing recommendations for speakers 
o Support Oral and Poster abstract reviews 
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o If required, support Presentation Award and Travel Grant reviews (TBD with ISPC co-chairs) 
o Identify, with the ISPC co-chairs, local co-chairs for scientific sessions (TBD with ISPC co-chairs) 

 
• Supporting national and regional promotions 

o Reaching out to health research organizations, scientific societies and networks, agencies, 
universities, companies, projects for program contributions and attendance 

o Identify promotion opportunities (e.g. internal newsletters or websites, 
conferences and events, cross-advertising possibilities) 

o Supporting promotion by using marketing and communication material provided by the HTAi 
Secretariat 

o Identify need of translating promotional materials 
 

• Engagement of national and regional stakeholders 
o Solicit local and regional engagement of high-level government officials 
o Connect the Society with individuals and organizations that could be instrumental for content 

creation and submission, as well as engagement, collaboration and knowledge sharing. 
 

• Developing local and regional partnerships for support 
o Provide assistance in identifying potential supporters for in-kind contributions or sponsorship 

opportunities 
o Provide on the ground volunteers for the days of the conference 
o Provide linguistic support if needed 
o Advise on any influence (industry) sponsorship might have on the attendance of delegates 
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e. International Scientific Program Committee (ISPC) 

e.1. Secretariat’s roles, responsibilities and support for ISPC co-chairs and ISPC meetings: 

• Meetings: 
o Develop ISPC meeting agenda with ISPC co-chairs 
o Scheduling meetings, sending out invitations 
o Preparation of meeting package & presentation, sending out to ISPC membership 
o Preparation of meeting minutes, sending out to ISPC membership 
o Provides input and details during ISPC meetings when called upon by ISPC co-chairs 
o Provides update on overall planning progress 

 
• Reporting: 

o Reporting ISPC recommendations to Executive Committee & Board of Directors 
o Intermediary between Local Organizing Committee (REC) and ISPC 
o Intermediary between Annual Meeting Committee (AMC) and ISPC 
o Prepares monthly/bi-monthly status report 

 
• Abstract Management & Program Development: 

o Manages the abstract submission, review and program development system 
o Provides the ISPC co-chairs with submission and review reports 
o Supports the ISPC co-chairs in the abstract selection and scheduling process 
o Develops in coordination with the ISPC co-chairs the final program 

 
• Communication: 

o Preparation and sending out committee membership invitations, documents and forms 
o Preparation of speaker invitation templates 
o Sending out speaker invitation 
o Speaker management leading up to the AM and onsite 
o Abstract submitter notifications (e.g. submission confirmation, acceptance/decline 

notifications, etc.) 

e.2. Host organization roles & responsibilities: 

• Provide input to all committee discussions and tasks 
 

e.3. ISPC co-chairs roles & responsibilities 

• Meetings: 
o Develop ISPC meeting agenda together with Secretariat (ISPC co-chair update meetings) 
o Identify which items are for information, discussion, decision or recommendation 
o Chair and lead the IPSC meetings and all agenda items, 

call upon the Secretariat and committee members for input/detailed explanations 
o Have meeting agenda and minutes from the last meeting approved by membership 
o Check attendance at the beginning of each meeting 
o Check for Conflicts of Interest on agenda items 
o Ensure decisions and action items are “recorded” and who is going to implement or work on 

them 
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o Review and approve meeting minutes to be shared with membership 
 

• Abstract Selection & Program Development: 
o Determines initial selection of abstracts to be approved by the ISPC and the Executive 

Committee 
o Develops session/presentation tracks according to accepted submissions 
o Groups accepted abstracts into presentation sessions 
o Develops in coordination with the Secretariat the final program 

 

e.4. ISPC committee members – Key Responsibilities & Tasks 
The International Scientific Program Committee is responsible for developing the Scientific Program of 
the HTAi Annual Meeting: 

• Theme/content development & speaker selection 
o Developing the main Annual Meeting theme and description, considering the REC’s 

recommendations 
o Developing the three plenary themes and descriptions, considering the REC’s 

recommendations 
o Selecting and inviting keynote and plenary speakers, ensuring no repetition from year’s prior, 

ensuring gender equity and geographical diversity (incl. customizing invitation letters to 
speakers) 

o Identifying program gaps and developing special sessions (if required) 
 

• Guidelines and questionnaires 
o Advise on Abstract Submission Guidelines and Abstract Submission Form, incl. list of 

submission topics/themes 
o Advise on Abstract Scoring Guidelines 
o Advise on Symposium Submission and Scoring Guidelines 

 
• Abstract review and scoring process 

o ISPC members to be the sole Workshop and Panel reviewers 
o Recommendation of potential reviewers for Orals and Poster abstracts 
o ISPC members also invited to review Oral and Poster abstracts 
o Review of Industry Symposia submissions 
o Review of special scientific sessions 

 
• Abstract selections, program development & session chairs 

o ISPC approves the final selection of abstracts to be accepted for the scientific program, ISPC 
selection has to be approved by the Executive Committee/Board of Directors 

o ISPC approves the thematic grouping of abstracts/content, overall program structure and final 
schedule of all Scientific Sessions 

o ISPC members will be invited to chair presentation sessions at the Annual Meeting. 
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• Presentation awards 
o ISPC members will be invited to lead the review of one of the Presentation Award Categories, 

support the review of nominated presentations 
 

• Travel Grants 
o ISPC members might be invited to review Travel Grants. 

 
• Promotion activities 

o Reaching out to health research organizations, scientific societies and networks, agencies, 
universities, companies and projects for program contributions and attendance 

o Identify promotion opportunities (e.g. internal newsletters or websites, conferences and events, 
cross-advertising possibilities) 

o Supporting promotion by using marketing and communication material provided by the HTAi 
Secretariat 
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