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WHAT IS IFTDO ?

1.
The International Federation of Training and Development Organisations is a worldwide network committed to identify, develop and transfer knowledge, skills and technology to enhance personal and organisational growth, human performance, productivity and sustainable development.

2.
IFTDO is a UK registered educational charity and a USA registered non-profit organisation. It is composed of Full Members and Associate Members 
THE IFTDO WORLD CONFERENCE

3.
Every year IFTDO holds a World Conference in association with an IFTDO Full Member. The conference offers many benefits to the IFTDO member hosting it, such as opportunity for exchange of knowledge and experience with international speakers and delegates, networking with human resource organizations and experts throughout the world, international recognition, financial surplus, among others. The Conference Co​ordination Committee (CCC) constituted by the IFTDO Executive Board is responsible for recommending to the Board the conference proposal for each year. The CCC nominates a member of the committee to oversee the organisation of the conference and in addition, the Secretary General and Treasurer of IFTDO ensure that the legal and financial requirements of the agreement are met.

PROCEDURE FOR APPLYING TO HOLD AN IFTDO CONFERENCE

4.
An application to host a conference must be made three to five years prior to the proposed date of the conference. Before making the application the applicant organisation must satisfy itself that it meets all the criteria given in paragraph 10 below and that it will be in a position to meet all the requirements and conditions given in paragraphs 11 to 32 below.

5.
The application to host a conference must be made on the form at Annex A and sent to the Secretary General IFTDO. Information provided on the Application Form should be accompanied by supporting documents wherever possible to show how the applicant will meet the requirements and conditions given in paragraphs 11 to 32 below.

6.
The CCC will consider the application and interact with the applicant as necessary. It will indicate the possibility of the application being considered for specific year(s).

7.
When the CCC indicates the possibility of the application being considered, a formal proposal must be made on the form at Annex B and sent to the Secretary General, IFTDO. The applicant may be required to make a formal presentation to the CCC and Executive Board, ideally three or more years prior to the proposed conference date.

8.
The recommendations of the CCC will be considered by the Executive Board whose decision in the matter will be final.

9.
Once the Executive Board has approved the conference application a Conference Contract (Annex C) accompanied by the budget (Annex D) will be signed between IFTDO and the applicant's official representatives.

CRITERIA FOR THE AWARD OF A WORLD CONFERENCE
10.
Applicants must meet the following criteria in order to be awarded an IFTDO World Conference:

10.1 Be a paid-up Full Member of IFTDO.


10.2 Be from a country which is politically stable so as to enable the ready entry/exit and safety of participants.

10.3 Be able to provide evidence of having managed successfully national or international conferences.

  
10.4 Be able to staff and resource the various committees necessary to organise a successful       conference.

10.5  Be able to arrange for sufficient funds to meet the initial pre-conference expenses.


10.6 Be in a position to enlist the support of national organisations concerned with HRD and other IFTDO members in the host country as appropriate.

10.7 Be able to provide a venue with the following facilities:

  10.7.1 A major international airport with flights to and from major cities of the world.

         10.7.2 A suitable conference centre and an adequate number of suitable conference hotels.

  
10.7.3
An adequate transport system embracing the conference centre, hotels and the social function venues.

REQUIREMENTS AND CONDITIONS TO BE MET BY THE HOST ORGANISATION

11.
Contracts


11.1 All agreements with professional conference organisers (PCOs), consultants or agents made for the management of the conference will be subject to consent of the CCC.

11.2 All agreements for organising exhibition/ exposition sponsorships or support to be acknowledged in published material will be subject to consent of the CCC.

12.
The Organisation of the Conference
12.1 The conference will  usually last a minimum of three full days excluding the time for registrations.  Any variation on the duration must be approved by the CCC and the Board.
12.2 The conference language will be English. Where other languages are considered necessary the host organisation should make the appropriate arrangements and funding for simultaneous translation in English and any other languages considered necessary.

12.3 The allocation of speakers (both keynote and others separately) should be approximately 50% international and 50 % national.

12.4 The CCC will be advised on the international speakers and will have final say on the selection of the international speakers. Representatives of IFTDO members will be given priority over equally qualified non-members.

12.5 The members of the IFTDO Executive Board and CCC may assist in the conference as moderators, chairs, etc.

12.6 The opening and closing ceremonies must be planned in conjunction with the CCC and

12.6.1
be rehearsed on site,

12.6.2
not be political, racist or sexist,

12.6.3
include the specified IFTDO protocol,

12.6.4    not cause embarrassment to participants or countries (e.g. by the display of some national flags and not others).

12.7     Adequate time, (up to 15 minutes), at the discretion of the CCC, will be allocated at an appropriate place within the conference programme for publicising future IFTDO conferences.

12.8 The conference programme will include lunch/tea/coffee on each day of the conference and one social and/or evening meal function.

12.9 An evaluation of the conference sessions will be carried out during the conference using the format in Annex E or comparable format used by the host organisation as their standard.

13. Publicity

The conference publicity will be in the format given in Annex F and will be issued to comply with the following deadlines:

13.1 Three years before the conference - preliminary announcement.

13.2 Two years before the conference - Formal announcement at the IFTDO conference for that year giving theme, dates, location, venue and hotels, and establishment of Web Site.

13.3
One year before the conference - Main brochure confirming all items listed above plus speakers (where possible), registration fees, travel packages, social programme, etc.

13.4 Six months before the conference - Confirming all items listed above plus detailed conference programme and speakers.

14.
Representation and Liaison

14.1 Nominated CCC members will meet the applicant organisation's representatives, visit their country to inspect conference and accommodation facilities and assist in preparing the formal proposal and budget.

14.2 Members of CCC will also serve on the applicant organisation's policy/steering committee for the conference. They will be involved in all policy decisions relating to the organisation of the conference and, in particular, the programme content and selection of speakers.

14.3 After the Executive Board approval of the conference one or two members of CCC will visit the site to co-ordinate and review conference organisation and arrangements.

14.4 The host organisation will nominate one representative to serve on CCC from next calendar year after the date of signing the contract until the end of the conference year.

14.5 The host organisation will propose one suitable person to serve as ITDO President Elect in the year prior to the conference and as IFTDO President during the conference year and to serve as past President in the following year (Annex H).

14.6 The host organisation will provide regular progress reports as required for the CCC and Secretary General, IFTDO.

14.7 Within one month of the end of the conference where commercial considerations and host organisation rules permit,  the host organisation will submit an address   list with emails in electronic format of all delegates and speakers for purposes of IFTDO follow-up. If provision of such a list is not possible due to commercial or confidential constraints then the host organisation will provide follow up on behalf of IFTDO.

14.8 Within three months of the end of the conference the host organisation will submit a Post Conference Report (Annex G) incorporating all aspects of the conference.

15.
Support to be provided for IFTDO by the host organisation

15.1 Facilities to enable IFTDO to conduct its business during the conference as follows:

                   15.1.1
Executive Board meetings of up to twenty-five people.

15.1.2
The Annual General Meeting/Council of up to one hundred people.

15.1.3 CCC and other IFTDO committee/task force meetings each of up to twenty-five people.

15.1.4
An office for the Secretary General, IFTDO.

15.2 The above facilities are to include suitable rooms, stationery, telephone, internet connection, computing, copying, light refreshments and secretarial assistance and where necessary translation services. All these facilities are required from two days before the conference.

15.3 The provision of two furnished, signed booths/stands each of a minimum size of 3m x 2m (siting to be approved by CCC). One to enable IFTDO to publicise its mission, organisation and forthcoming events and the other to publicise future IFTDO conferences.

FINANCIAL ARRANGEMENTS

16.
An applicant will have the choice of two options for financing facilities for IFTDO to hold its mid​year non-conference Executive Board and CCC meetings.

16.1 OPTION A: Paying for all expenses for organising meetings, local transport, accommodation and food for three nights for a maximum of 30 persons of the Board/CCC at their mid-year meetings PLUS the payment of a Guarantee of US$  25,000  (plus 5% compound rate increase every year from and including 2010).

OR

16.2 OPTION B: Paying a Guarantee of US$ 50, 000 (plus 5% compound rate increase every year from and including 2010) with IFTDO paying for accommodation and food meetings room & facilities for the relevant mid-year meetings. 

17.
The guaranteed sum agreed under the above paragraph will be paid as follows:

17.1 Under OPTION A - In US Dollars within one month of signing the Conference Contract by international bank draft, cheque drawn on a US bank, or electronic funds transfer; alternatively by an irrevocable international bank letter of credit or international bank draft which will be cashed by IFTDO on the first day of the conference.

OR

17.2 Under OPTION B - 50% of the guaranteed sum to be paid in US Dollars by international bank draft, cheque drawn on US bank or electronic funds transfer within one month of signing the Conference Contract and the remainder as for OPTION A.

17.3 In case the above-mentioned amounts or Bank Guarantee are not received within 4 months of the signing of the contract the IFTDO will have the option to cancel the contract.

18.
After paying the guaranteed sum according to the option chosen from paragraph 16 above the next surplus of US$ 25,000(plus 5% compound rate increase every year from and including 2010) will accrue to the applicant organisation. Any remaining surplus above these two sums will be shared between the applicant organisation and IFTDO in the proportion of 60%/40% respectively.

19.
The registration fee for members/officials of each Full and Associate Member of IFTDO will be discounted by about 10 % of the relevant fee and this cost included in the budget.

20.
International travel, complimentary registration and one night's accommodation for each keynote speaker will be included in the budget. Complimentary registration for one day and accommodation for one night for other speakers will also be included in the budget. Only speakers at plenary sessions will be regarded as "keynote speakers".

21. Scholarships giving free registration, free accommodation and a contribution to their expenses for six delegates from developing countries (as defined by CCC) will be provided from the conference budget. Nominations for these scholarships must be approved by CCC.

22.
The following IFTDO expenses are also to be met from the conference budget:

22.1
Accommodation, food, local transport and free conference registration for the Executive Board and CCC for a maximum of 30 persons for up to six nights per person during the conference starting (where required) two days prior to the conference.

22.2 International economy class travel, accommodation, food and local transport for two nights per visit for the two pre-conference visits by one CCC nominee to oversee conference arrangements (see paragraph 14.1 above)

22.3 Costs involved in providing stage/AV resources for the future conference presentation as detailed in paragraph 12.7 above.

23.
A Conference Budget in the format at Annex D will be drawn up by the applicant immediately after approval of the conference and before the Conference Contract is signed, for approval by the Executive Board. This budget will be signed and annexed to the Contract documents.

24.
All income such as registration fees, workshop and seminar fees, internet, television, exhibition lettings, interest, discounts, commissions, concessions, donations, sponsorships, social and accompanying persons programme fees, and any other agreements producing income will be included in the conference budget as conference income. The conference registration fees will be included in the conference budget after agreement between the applicant and CCC.

25.
All expenditure on the conference organisation, arrangements, venue, material, delegate's kit, travel, secretariat, social and other programmes will be accounted for, including the IFTDO financial requirements given in this document, and will be included in the budget as conference expenditure.

26.
The method of collecting registration fees from both international and national delegates will be agreed between the applicant organisation and CCC before the conference agreement is signed and incorporated in it.

27.
Audited accounts of the conference will be submitted by the applicant organisation to Secretary General, IFTDO within three months of the close of the conference.

28.
All the conference expenses are to be underwritten by the applicant organisation and any loss or deficit is to be borne entirely by the applicant organisation with no liability accruing to IFTDO. Should any claims be made the applicant organisation shall defend IFTDO at the applicant organisation's own expense and hold IFTDO blameless.

29.
Should the conference be cancelled for any reason any financial liabilities already incurred will be borne by the applicant organisation and any monies already paid or promised by bank guarantee to IFTDO will be retained by IFTDO.

30. Flexibility:: To encourage IFTDO members, including in developing countries, to apply to organise IFTDO conferences and to take into account special circumstances/proposals, the above financial conditions can be varied and be superceded by the IFTDO Executive Board in special circumstances.

COPYRIGHT

31.
The copyright of all printed and spoken material used in the conference is vested in IFTDO. The applicant organisation must ensure this is made clear to all speakers and others concerned who must agree in writing to this condition.
CONFERENCE CONTRACT

32.
The Conference Contract (Annex C), with this complete document attached and forming part of it, will be signed by the official representatives of the applicant and one Director of IFTDO (usually the Chair) and the Secretary General immediately after the decision to award the conference has been taken by the Executive Board.
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ANNEX A APPLICATION TO HOST IFTDO CONFERENCE

(To be sent to the Secretary General, IFTDO)

1.
Name and address of applicant organisation

2.
Name and address of applicant's representatives with telephone, email, and fax numbers:

3. Type of IFTDO membership:

4.
Proposed year(s) of Conference:

5.
Describe the proposed Conference venue: 



5.1 City



5.2 International airport (name, proximity to venue):

5.3
Suitable hotel accommodation (number of 5/4 star hotel rooms available)


5.4
City transport system

6.
Applicant's previous experience of organising national and international Conferences:

Year
No. of
Theme
Financial surplus

Delegates
(US Dollars)

ANNEX B FORMAL PROPOSAL TO HOST IFTDO CONFERENCE

(To be sent to the Secretary General, IFTDO)

1.
Name and address of applicant organisation:

2.
Names and addresses of official representatives with telephone, email and fax numbers:

3.
Year of conference:

4. Details of conference venue: 


4.1 City:
Conference/exhibition centre 

4.3 Conference hotels:

5.
Proposed theme of the conference:

6.
Agencies who will support/sponsor, e.g. national/local, government, professional bodies, industry, convention bureaux, airlines, travel agents etc. indicating the support/sponsorship details:

7.
Details of proposed sub-contracts for conference organisation (if any):

8.
Estimated number of Delegates: 


National:

International:

9. Proposed conference registrations fees US Dollars: 


Early registration:

Members eligible for discount:

Regular registration:

On-site registration: 
Student/retired person registration: 
10.
Draft Conference Budget attached in the format given at Annex D showing estimated surplus:

ANNEX C IFTDO CONFERENCE CONTRACT

THE INTERNATIONAL FEDERATION OF TRAINING AND DEVELOPMENT ORGANISATIONS (IFTDO)

and

in conjunction with

AGREE to hold the
annual world conference of the IFTDO

in the city of
in the country of

starting on
ending on

in accordance with The Criteria and Procedures for IFTDO World Conferences attached hereto and forming part of this Contract.

Conference management, programme development, organisation and conduct of the conference will be exercised by the host country organisation named at (1) above through the IFTDO Conference Coordination Committee on behalf of the IFTDO Executive Board.

The above parties FURTHER AGREE to abide by The Criteria and Procedures for IFTDO World Conferences including all related annexes and reporting procedures unless agreed otherwise by a signed joint approval of all parties and these documents shall form the operating basis for the joint conference policy/steering committee who may, after joint party approval, appoint a professional conference organiser (PCO) to be responsible for the day-to-day conference operations reporting to the joint conference policy/steering committee.

The host country organisation AGREES to select OPTION
from the Criteria and Procedures for IFTDO World Conference Financial Arrangements AND AGREES to pay to IFTDO the sums of:

	USD
	on
	

	USD
	on
	

	SIGNED:
	
	

	On behalf of IFTDO:
	
	(Director)

	
	
	(Secretary General)

	On behalf of:(1)
	
	

	Date
	
	(Designation of authorised representatives)


(1) Name of applicant organisation

(2) Names of any other organisations supporting the conference

ANNEX D PROVISIONAL/FINAL CONFERENCE BUDGET 
(To be completed in US Dollars)

INCOME

Registration rates: (numbers x rate)

Early Regular On-site IFTDO Members Accompanying persons

Special events tickets Exhibition (separate budget) Publications and Souvenirs Pre-post conference events/tours Grants, sponsorships, donations Hotels (where included in fee) Interest income

Television, radio, Internet Other income (give details)

TOTAL INCOME

Number of delegates

A
B
C

EXPENDITURE
A                  B                  C

Guaranteed sums: IFTDO

Applicant organisation

Promotion:

Brochure
-
3 year

-
2 year

-
1 year

-
6 months

Postage Artwork Advertising Website Internet

Exhibitions

Concessionary registrations: Members

Others Administration: Meetings of Organising Committees Post/telephone/fax/email

Insurance

Professional fees: Legal Audit

CCC Liaison: Meetings Administration

Conference: Secretariat Venue, meeting rooms Audio-visual equipment Signs banners etc. Computer equipment

Programme

Printing programme papers etc. Translation  where agreed
Cultural/special events

Speakers:

Travel for Keynoters Registration for all Accommodation

Delegates: Variable- Registration Materials, badges etc. Lunch, refreshments 3 days Opening reception food etc. Social Event food etc. Hotel accommodation Transportation

Other expenses as may be applicable - give details

Accompanying persons programme

Scholarships: Registration Travel

Other

Professional Conference Organiser

Extra staff for management

IFTDO obligations:

CCC pre-conference visits

Board/CCC pre-conference meeting (OPTION A) Board/CCC conference hotel, meals and local travel Board/CCC registration

TOTAL

Contingencies (10%)

TOTAL EXPENDITURE

SUMMARY: INCOME

EXPENDITURE

SURPLUS

IFTDO share (40%)  applicant’s share (60%)

SIGNED on behalf of  applicant Organisation:

Date:

(Designation)

ANNEX E CONFERENCE EVALUATION PART ONE

Location of conference Dates of conference

Please help in the planning of future IFTDO conferences by giving us your opinion regarding the above conference by completing this form before leaving the conference this week.

Place a ~ in the appropriate column

(E-Excellent, VG-Very Good, S-Satisfactory, U-Unsatisfactory)

How would you rate:

	a.
	The conference as a whole

	
	quality

	
	importance to you

	b.
	The concurrent sessions

	
	quality

	
	importance to you

	c.
	The keynote sessions as a whole

	
	quality

	
	importance to you

	
	the key note speakers:
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d.
the social events official opening
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welcome reception

closing ceremony

other events

e. conference organisation 


advance information on programme/ registration

overall conference management

programme book

registration system

matrix system of working sessions

Suggestions?

Do you have suggestion for other subjects or speakers for the next conference ?

It is important to IFTDO to obtain personal comments about our international conference. If you have any opinion or comment that you wish to share with us we would like to hear from you.

NAME: (optional) ORGANISATION

Would you like to receive the Call for Papers for future IFTDO Conference? If yes, enter address here: NAME:

TITLE: ORGANISATION: EMAIL/FAX/TELEPHONE/ADDRESS (including country)

ANNEX E CONFERENCE EVALUATION

PART TWO

INDIVIDUAL SESSIONS EVALUATION

Session

Title

Speaker

Place a ~ in the appropriate column

(E-Excellent, VG-Very Good, S-Satisfactory, U-Unsatisfactory)
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1.
How do you rate the session overall?

2.
How do you rate the content?

3.
How do you rate the speaker's presentation skills?

4.
How well did the session match the programme description?

5.
How would you rate the appropriateness of the topic for this international audience?

6.
How can you apply what was presented in this session to your work?

7.
If you can suggest one thing to improve the session what is it?

8.
What were the significant strengths of the session?

THANK YOU

ANNEX F FORMAT FOR CONFERENCE PUBLICITY

The…..Annual World Conference of the International Federation of Training and Development Organisations 
in association with

(1) and (2) and managed by

(3) (Theme) (Date) (Venue) (4) (Sponsors)

(5)
(Information relating to IFTDO)

(6)
(Information relating to host organisation) NOTES:

(1)
Name of host organisation

(2)
Names of those organisations collaborating

(3)
Name of PCO (if any)

(4)
Names of sponsors

(5)
To include statement on "What is IFTDO' and a list of the Executive Board and CCC (available From IFTDO Secretariat) 
(6)
Host organisation

ANNEX G

POST CONFERENCE REPORT

(Provided by the host organisation together with the audited accounts within 3 months of the end of the conference)

Delegates:

Number attending
National

International

Attach a list of countries showing numbers attending from each.

Speakers:

Keynote National

International

Others
National

International

Attach a list of countries showing numbers attending from each.

Accompanying persons:

Number attending
National

International

Non-paving guests/visitors:

Names and reasons

Exhibition:

Square meters rented out Number of exhibitors

Number of exhibition only visitors Conference Evaluation:

Summary of Annex E Parts One and Two received from conference participants
Financial statements:

Comparison between budget and actual attached Audited accounts attached

What was delegate fee structure?

What were accompanying persons charged?

What was the planned breakeven figure for paying delegates?

What level of expenditure did you incur before any income accrued? How did you cover this initial expenditure?

What was the largest and average negative cash flows which you were required to sustain and how did you sustain these?

Accommodation:

What was the most popular form of accommodation used by delegates from home and overseas and what did these cost?

Miscellaneous:

What were the most successful features of the conference? What were the weak areas?

Suggestions for future conference organisation? Have you any other comments?

ANNEX H: ROLE OF IFTDO PRESIDENT

The host organisation for each Annual World Conference has the privilege of nominating the IFTDO President. The nominee is elected for a three-year term as President Elect, President, and Past President.

The position is largely honorary, bringing visibility and recognition to the host organisation and to IFTDO. The nominee ideally will have a position of significant responsibility in industry, government or education.

Role

• Serve as one of the Directors of the International Federation of Training and Development Organisations (IFTDO) for three (3) years with a vote on the Board and at the Annual General Meeting.

•
Do outreach for the host organisation and IFTDO.

•
Give visibility for the host organisation and IFTDO.

•
Participate in annual and mid-year Board meetings.

•
Participate in the Annual World Conference for three years.

•
Preside over the Annual General Meeting in year of Presidency, with preparation and mentoring by the Secretary General and Chair of the Executive Board.

•
Perform any other project or role the individual wishes to take that will further the mission and goals of IFTDO.

IFTDO Directors are provided accommodation and: some meals, paid by IFTDO and/or the host organisation, for three days during the mid-year Board meetings and five days during the Conference and Board meetings.

Travel expenses are borne by individual Directors and/or their own organisations.
