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Purpose
The purpose of this document is to provide guidelines for the planning, organization and execution of the IFEES Summit. This document also gives the basis for the organization of other IFEES events such as regional conferences, workshops, or seminars.  The relationship of each proposed event to one or more of IFEES’ long-term strategies needs to be clearly stated.
General Rules for the IFEES Global Engineering Education Summit Candidacy
1) The process for selecting the IFEES host organization for a Summit will begin at least two years prior to the event. Note, the IFEES Summits are held in conjunction with another national or international event in order to maximize time and resources available to the event and minimize duplication of efforts for the organization sponsoring the event.

2) The IFEES Secretariat will send a formal letter, via email, to all members to inform them of the process and the responsibilities (financial, human resources, logistics, infrastructure) and benefits of hosting the IFEES Summit and to invite them to submit a proposal.

3) The member(s) who wish to be considered as candidates to host an IFEES Summit should send a specific proposal including meeting objective to the IFEES President and Secretariat in which mutual responsibilities are stated.  This letter must be received by the Secretariat at least 60 days prior to the Summit held in that year.
4) The proposal need to include: 

a) A letter of intent that includes the endorsement and support from the President of the hosting member(s)
b) The academic and technological focus for the specific Summit:  this section will outline the member’s interest(s) that will drive the coordination of the event within the context of the IFEES Strategic goals. 

c) The geographical aspects of travel to the hosting site   including
· Attractiveness 
· Availability of international airport hub and local flights
d) Benefits:

· For academic members

· For industrial members

· For government agencies

· For the civil society

· For higher education students

· For multilateral organization

· For professional societies

· For foundations 

· For NGOs

· For philanthropic organizations

e) Funding opportunities (local & regional) to support the event. 

f) Host member(s) experience and qualifications.
g) Expected benefits that the institution(s)/region and IFEES will receive. 

h)   Infrastructure and the proposed hosting site

· Available Personnel / Staff

· Assembly, auditorium, conference, board, and special meeting rooms (capacity)

· Laboratories (capacity and connections) if appropriate
· Food concessions areas and prices

· Catering prices 
· Transportation

· Audio-visual equipment

· ICT infrastructure (video conferencing, Internet, teleconferencing, VoIP, wired and wireless access)

i)   IFEES event site infrastructure:
· Available Personnel / Staff

· Assembly, auditorium, conference, board, and special meeting rooms (capacity)

· Laboratories (capacity and connections)

· Food concessions areas and prices

· Catering prices 
· Transportation

· Audio-visual equipment

· ICT infrastructure (video conferencing, Internet, teleconferencing, VoIP, wired and wireless access)

j)  City infrastructure:

· Hotels in the vicinity of the hosting site including number of rooms and prices

· Distances from hotels to hosting site

· Public transportation (taxis, buses, subways) that might be used for transportation of attendees

k) National/Regional and Local industry, government endorsement and the Institution’s support to coordinate the events

l) What other facilities the candidate can offer 

m) Infrastructure for Public Relations / Marketing
n) Promotion plan

o) Organizing committee; Chairs, Co-chairs

p) Estimated budget (see attached Excel Sheet as basis for organizing the event)

· Event costs

· At least one pre-Summit visit to the site by the IFEES Secretariat should be covered by hosting member(s)

· Airfare, hotel, food, visa fees, and local transportation expenses for two people from the IFEES Secretariat
· Contingencies

· Cost for invited key-note speakers if any

q) Complete contact information

· Organizers

· Site of event

5) During the Summit of the application year, the Executive Committee will review the proposals for hosting a Summit that have been submitted and select a host member(s)..   In making this selection, the Executive Committee should include such factors as

a. Seniority of the institution within IFEES
b. Geographical area

c. Theme of event

Workplan for IFEES Summit 

Tasks
1. - Documentation:

A) General Documents

IFEES Office

1. Complete Agenda

2. Letters to expedite Visas if needed
3. Executive Summary with different levels of funding, to solicit sponsorship

Host Institution(s)
1. Complete Proposal for the Event

2. Executive Summary for the Event (1-2 pages)

3. Complete attached Budget Spreadsheet

4. Press Releases for national and international press sources

B) Invitations:  Since most of the invitations are sent electronically, the IFEES Office can coordinate this part in conjunction with Host member(s)
Industries

·  Members

·  In recruitment process (observers)

International Organizations 

· Groups, Consortia, and regional development agencies

· Regional Science and Technology Ministries, Hospitals & Health Organizations, R&D Centers, NGOs, etc
2.- Logistics
Note: When planning accommodations, please consider average daily per diem for all countries countries/regions

A) Hotels (3 options)

· Traditional    possibly w/breakfast

· Economic   possibly w/breakfast

· Lodging for students in dorms, if necessary

Please note that some IFEES members may want to share rooms. 
B) Ground Transportation

· Airport - hotel - airport

· Hotel – General Assembly headquarters-hotel (this route should run frequently in the morning before the event and in the afternoon when it concludes)

· Hotel- dinner / cocktail - hotel

C) Meals

· Welcoming / closing cocktail

· Coffee breaks / snacks for all the participating rooms during the preceding workshops, seminars, Executive Committee meeting, and Summit
· Luncheons for the Executive Committee meeting, workshops, seminars, and Summit
· One or two dinners

D) Summit headquarters

· Decide on number of meeting rooms, sizes, and pertinent infrastructure in terms of computer and overhead projectors for the duration of the week’s events

· Space for poster presentations / Student competition

· Internet connection terminals 

· Telephone / fax connections, projection equipment, printers, photocopy machine, etc…

· The host institutions must also provide regular protocol items like nametags, decorations, banners, etc…

E) Staffing

· Main Coordinator

· Local Webmaster

· Technical support personnel responsible for all audiovisual and IT infrastructure for each participating room

· At least 2 administrative staff for registration, general administration, logistics, transportation, member support, etc…

· Student guides, for general support

F)  WWW Page 

· The development of the www for the Summit is the responsibility of the host organization
· Connected and mirrored by the IFEES homepage 

· Constantly updated with the latest agenda, speakers, electronic registration (to be coordinated in conjunction with the IFEES Office), flight and lodging options, visa information, etc…

3. – Executive Committee
The Executive Committee normally meets for 1-2 days, prior/during Summit.  A typical meeting includes approximately 14 people, and the only requirements are coffee breaks / snacks, a lunch, and a computer projector. These meetings usually last from 9 am to noon. 

4. - Budget
The hosting organization will cover the following expenses:

1. Organizational costs (meetings rooms, Internet connections, office materials, postage, phone calls, gifts, etc.)

2. Local transportation
3. Airfare, hotel, food, visa fees, and local transportation expenses for two people from the IFEES Secretariat

4. Luncheons and coffee breaks for the participants during the X days of the Summit
5. Luncheons and coffee breaks during the X days of the Executive Committee meetings. 

6. According to the program, the host may have to cover the costs of invited panelists and technical speakers for events surrounding the Summit.  These events may be charged.

7. Support personnel during the event

8. Creation / maintenance of the WWW page of the event
9. Template for budget planning is attached. Please complete.
The IFEES Secretariat works closely with the local coordinator to solicit more sponsorship, such as an industry or government agencies that may cover an opening dinner / reception on the opening afternoon / night of the event.

It is important for the host institution(s) to send a detailed budget sheet to the IFEES Secretariat in order to maintain a continuous and open communication regarding budget matters and other contingencies.  If there were to be any remaining funds after the realization of the Summit, these will go to a general IFEES event fund so that sometimes in the future the Secretariat may be able to contribute a small start-up amount for future Summits .

Another common aspect is the coordination of an optional tourism trip on the day after the Summit.  This is usually paid by the participants and has to be reserved ahead of time.  

5. - Miscellaneous

A) Theme (SLOGAN): These slogans could be planned between the local coordinator and the IFFES Secretariat 
B) Electronic Registration  

This electronic registration form should be web based, in a system where the data is sent to both the host institution(s) as well as IFEES coordinators.  

C) Press Releases – coordinated between the host institution and the IFEES Secretariat
Should be sent periodically to:

· Registered participants

· IFEES members

· Special interest groups 

· IFEES-all lists

· National and international press

· Other specialized regional lists

6. – Academic papers

· What is the process to be followed for requesting papers?

· Creation of Review Committees (per goal?) 

7. - General Comments
1) Other activities such as student contests need to be considered. 

2) Please direct any comment to the Executive Office as soon as possible.

Timeline for Summit Coordination

	2-3 year before Summit
	Contact IFEES Secretariat identifying available dates.

	12 - 8 months before Summit
	Create working committees for (1. Logistics, 2. Agenda, 3. Technical papers); create criteria and standards for technical paper submittal, and other pertinent tasks.  Draft tentative agenda; prepare invitations, press releases, budget, and sponsorship information (get a list of potential supporters and send out sponsorship documents).  Send out information regarding the call for papers and the student contest if pertinent.  Invite speakers and key attendees.  Solicit sponsorship.

	7 months before Summit
	Publish the event website (event information, speaker’s information, tentative agenda, and electronic registration), confirm speakers, and continue to contact industry and send out sponsorship information.   Send out all invitations; continue to send out call for papers. 

	6 months before Summit
	Coordinate all the event materials and obtain prices for bags, promotional materials, programs, and other related information.  Start coordinating logistics for the attendees and the event in general (tours, meals, arrivals and departures, etc).  

	6 months before Summit
	Send out general email to IFEES All and entire target audience with a “Save the Date” reminder and latest agenda and speaker confirmation.  Personal calls to key industries and Board of Directors. Send special reminders to local industries.

	5-4 months befote Summit
	Technical Committees makes a final evaluation of papers to be presented. Include this in the latest version of the agenda. Compile a list of local, national and international press sources that can assist with publicity. 

	3-2 months before Summit 
	Prepare the press release and other information related to the event, and send it to the Calendar section of various local, national and international publications. 2nd reminder for “Save the date”. Continue to confirm sponsors and speakers. 

	2 weeks before
	 Request copies of presentation to burn them in a CD

	Week of Summit
	SUMMIT EVENT

Make sure to get all the information needed for the final report

	Week after Summit
	Conclusions and send thank you notes to all the participants

	I month after
	Publish all the conclusions and recommendations. Send them to all parties involved as well


IFEES Summit Contract

The University/Industry/Organization (name of institution/industry), herein called the Host Institution, located at (address), herein represented by its Rector/President/CEO. _________________________________, and the International Federation of Engineering Education Societies, herein called IFEES, located in 1818 N Street, N.W., Suite 600 Washington, DC 20036-2479, USA, herein represented by its Secretary General ______________________, enter into this agreement to coordinate the IFEES Summit, ruled by the following clauses and conditions:

CLAUSE I – Purpose of the Agreement

The purpose of this agreement is to enter into an agreement to coordinate the IFEES Summit between the Host Institution(s) and IFEES.  We understand that the general objectives of the Summit and the events surrounding it are to create and sustain partnerships and alliances among participants from World, to address science and technology needs, and to pursue competitive, innovative and collaborative ventures, and that the coordinator will follow these guidelines to coordinate said event. 

CLAUSE II – Format of the Summit
1. The Summit will follow the established format, which includes the coordination of workshops in conjunction with the IFEES Secretariat
2. The Host Institutions will appoint one member as coordinator and responsible for this Agreement.

3. The coordinator will be the main contact for all individual and group activities related to this agreement. He/she will plan and coordinate all activities in his/her home institution, as well as those related to IFEES.

4. The representatives of both institutions will periodically contact/meet to evaluate past activities and to plan future activities, all of this according to the work plan for Summit (see attached).

CLAUSE III- Responsibilities

1. University/Industry/Organization 

i. Host Institutions will be responsible to coordinate all lodging, ground transportation, meals, and staffing

ii. Host Institutions will be responsible for creating the Internet site for the event

iii. Host Institutions will be responsible to fund all the necessaries costs to the organization and coordination of the event, spaces, equipment, people, services, transportation, renting of goods and anything else needed for the Summit.  

iv. Host Institutions must make sure that the Program for the Summit is ready by at least 6 months prior to the event.
v. Host Institutions will be responsible for having the homepage ready 6 months prior to the Summit and information regarding weather, hotel, transportation, and local attractions should be made available 

vi. Host Institutions should organize tours to expose participants to local culture

2. IFEES  Responsibilities

i. IFEES will be responsible for the Agenda

ii. IFEES will be responsible for sending invitations

iii. IFEES will be responsible for coordinating the participation of international participants

CLAUSE IV – Exceptions
Any case not mentioned herein and any mutually agreed modifications in this Letter of Intent will be analyzed and reviewed in common agreement by both parties before the changes are made.

This reciprocal agreement has been accepted and signed on the (day) of _______ in two copies by ______________, Representative on behalf of the host institution, and ______________________, representative of IFEES.

___________________


_____________________________

IFEES Representative



Host Institutions Representative(s) 

The IFEES Secretariat wishes to acknowledge the following  people for their hard work on this document: Ramiro Jordan, Jim Melsa, Lueny Morell, Frank Huband, Maria Petrie, Ivan Esparragoza, Hans J Hoyer, Stephanie Pals, and Svetlana Ancker 
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